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the compact office electric by Smith-Corona: $225 


For the easiest typing you've ever enjoyed./ The new American-made Compact 200 is an office electric 
priced at a sensible $225. / It gives you the light, easy touch of electric typing in half the space. 
And its features are full-sized. The carriage is 12 inches wide. The keyboard is the same size as a 
standard electric. Carriage return is automatic. It has everything you need to make tough typing a soft 
touch. / Like to try it? Just call your Smith-Corona Marchant representative, today. 
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TRAVEL TIPS 





Is there a bicycle rental shop 
near the Louvre?...Will my 
portable hair dryer work in 
Hong Kong? 


Your questions are fascinating! 
They arrive by the thousands from 
every part of America, as well as 
from places like Thailand, Johan- 
nesburg, British Guiana, Guam. 
And | am as intrigued as you are 
by the answers...especially to an 
occasionally baffling one, such as: 
Are crocodiles a problem to skin 
divers in Lake Victoria? 

With more than 12,000 personal 
notes, letters and post cards com- 
ing in each year, you can imagine 
how voluminous our files are. But 
if we still can’t answer a particular 
question, we know where to find the 
answer —through our around-the- 
world contacts with our 525 offices 
in the 76 countries which the Air 
France network serves. 

Of course, the same questions 
pop up again and again, the most 
frequent one being: Which is the 
best tour of Europe? We've sifted 
hundreds, and I personally recom- 
mend our 26-day, 8-country 
“Grand Economy” Tour. From 
$420, plus Air Fare, and includes 
sightseeing by de luxe motorcoach, 
tour escort, meals, hotels and tips. 
(Air France Jet Economy Fare 
round trip from New York to Paris 
is only $525.60.) 

Perhaps the answer to your ques- 
tion is in one of our booklets offered 
in the coupon below. If not, please 
do write to me personally. 


AIR>FRANCE JET 


os-eor er er er 


Miss Colette d’Orsay, AIR FRANCE ‘S-4-°' 7 
683 Fifth Avenue, New York 22, New York | 
Please send me: 
_| “Grand Economy” Tour (TCS-101/130). 
(_} “V.1.P. Shopping in Paris” 

“V.1.P. Currency Converter” 
-) “V.1.P. for International Travel” 


Name 





Address 
City 


My Travel Agent is 








__Zone__State 
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To THe Eprror: 

After reading the protests against my 
letter which was published in the March 
issue of Topay’s Secretary, | felt that | 
should once again write in defense of the 
working mother. In this letter. | would 
like to bring out my own personal ex- 
periences. 

lronically, a few days ago while 
glancing through this month's issue, my 
husband was saying to me—“Honey, if 
you werent working, we couldn't afford 
those trees we planted today, and the 
awnings and shutters that we ordered this 
week. A working wife is certainly useful 
to her family. | don't know what we 
would do with only my pay check com- 
ing in... Isn't it wonderful and so 
very gratifying to be praised and feel 
needed by your “better-half”?? 

Unless your husband is earning $10.- 
0OO or so a year, it is very difficult to 
live on only one pay check, especially i 
you own your home and have children 
to feed and clothe. Today's living ex- 
penses are so very high, taxes are higher 
than they were a few years back, in- 
surance is going up every year, food and 
clothing are at an all time high. No 
wonder working wives and mothers must 
do their share. A working wife helps her 
family live better, she does not lean on 
her husband and burden him. There is 
less tension in the home... 

| grant you that you may acquire some 
knowledge of current events by watching 
T. V. and listening to the radio. but news 
programs last only a few minutes during 
the day, and then the time is taken by 
“soap operas,” quiz programs, kiddie 
shows and old-time movies. Give me a 
man’s views and thoughts about today’s 
events any time!!! 

A working mother, | have found. is apt 
to be more intelligent, aggressive and 
ambitious than the “stay-at-homes,” for 
she has to be on her toes and alert at all 
times in the office. You will also find 
that she is reaching for a goal. 

1 firmly believe that working secre- 
taries are just as happy and possibly 
happier than retired secretaries. Aren't 
we girls?? 

So let’s face it, this is the ‘space age’ 
—no need to be old-fashioned. BE Mop- 
ERN AND BE HAPPY!!! 

Sincerely, 
MRS. ARLINE R. M. ALVORD 










J Why does 
General 
~ put this 
“expensive 
cartridge 
in a 29¢ 
ball pen? 


. find this superla- 


tive cartridge in many $1.75 and $2.00 
ball pens. This is the same cartridge 
that wrote 612 miles without clogging, 
blotting, smudging or smearing.’ 
General now puts it in their 29¢ 
Semi-Hex ball pen. Why? First, be- 
cause you want the finest writing 
instrument you can get at the lowest 
possible cost. Second, because the 
cartridge is the key to a pen’s smooth- 
writing, quality ana writing ease—not 
push buttons, brass caps or fancy 
clips. When you want economy—the 
best buy for your money, ask your 
dealer for General’s 29¢ Semi-Hex 
ball pen. Or write on your letterhead 
for FREE SAMPLES. 


*findings of New York Testing Laboratories 


ENERAL PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. [-} 
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The Ten Most Interesting Bachelors And You... "Don't 

ever underestimate the power of a secretary," Says 
Doris Lilly, society columnist for the New York 
Post. In response to a letter from a secretary 
asking how to Be in the same vicinity as the "Ten 
Most Interesting Bachelors" chosen by Miss Lilly, 
she continues, "I once had a job as wholesome as 
yours. The only way to meet anyone is to be intro- 
duced by mutual friends. If you haven't any such 
friends, then I'd suggest volunteer charity work in 
your spare time...just being in the same vicinity as 
a bachelor isn't going to help much...." 


For The Secretary With Everything—including a headache! 
If you're finding life just a bit too hectic, 
there's a welcome little item available to soothe 
your brow. Called a "Kool=-Kap," it's made of soft, 
pliable KRENE vinyl film and is filled with 
Permatemp, a liquid that, when cooled, maintains its 
low temperature for extended periods of time. Just 
place the colorful little cap in the refrigerator. 
When a headache strikes, remove the chilled cap and 
place it on your aching head...might also be handy 
to keep around for the hot weather ahead. (Manu- 
factured by Duopac, Inc.) 


Getting Enough Sleep? Recent studies show that, while 
it takes only about four hours to restore our 
physical energies, it takes about twice that long to 
replenish energy expended in mental effort. (Execu- 
tive Digest.) 





When You Act On A Hunch, do you have pangs of guilt? 
Well, Harvard Professor Jerome S. Bruner advises you 
to keep cool: "Intuitive thinking, the training of 
hunches, is a much-neglected and essential feature 
of productive thinking, not only in formal academic 
disciplines, but also in everyday life. The shrewd 
guess, the fertile hypothesis, the courageous leap 
to a tentative conclusion--these are the most 
valuable coins of the thinker at work, whatever his 
line of work." 


EXPERIENCE is the best teacher. One reason far this 
is that you get individual instruction...SENIOR HIGH 
SCHOOL BOYS spend an average of $7.48 a week and 
Save $4.03. Senior high school girls spend only 
$4.98 and save $1.87...BY 1970 a Supersonic trans- 
port in commercial service will cross the Atlantic 
in two and a half hours, carrying one hundred 
passengers. 
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PERIODIC PAIN 


Don't let the calendar make a 
slave of you, Betty! Just take 
Mido with a glass of water... 
that's all. Mipot tablets bring 
faster and more complete relief 
from menstrual pain—they re- 
lieve cramps, ease headache and 


chase the “blues.” 


“WHAT WOMEN WANT TO KNOW” 
FREE! Fronk, revealing 24-page book 
explaining menstruation. Write Box 280, 
New York 18, N. Y. (Sent in plain wrapper.) 






















































Mr. Roytype says: 
o 

S*® Pick a pack of Park Lane 

ee | 

Ney carbon for sharpest, 

. cleanest copies. 
Q. 

Q. Please tell me if a singular or plural <i 
verb should be used in the following: ot 

Less than one per cent of this com Fo 
pany’s sales volume (is, are) devoted we 
to sales under... 

Less than one per cent of the con- 1. 
tainers produced (is, are) shipped to le 
destinations... he 

A. Percentages may be singular or ‘I 
plural according to the meaning of the “ 
sentence. of 
In your first sentence, the one per cent 
refers to a quantity: therefore the singu- 
lar verb, ix is correct. In sentence two. 
©1961 ROYAL the one per cent refers to a number of 
individual items: therefore, the plural 
form are is correct. Q 
: Q. I'm confused about u hen to capitalize 
Any typing that includes copies deserves sharp, black, readable the words federal and government. { 
‘ ; ® ; ae | re 
copies. The kind Park Lane® carbon gives you. 1. Many offices have their own rules of tr 
The back of the Park Lane carbon is coated with a tough viny! capitalization, and in’ such cases, of “1 
. ; see , course, secretaries should adhere to those cl 
plastic. It can’t curl, won't slip and wears much longer. Park Lane’s idee “Wie eniake Mikael mad Casieve, 
ink formula contains pure carnauba wax... meaning the ink stays ment are usually capitalized when they a 
where it belongs... doesn’t get on your hands. peler to 0 specie country. Also, sames " 
of national, state, and city bodies and 
Park Lane is one of Roytype’s finest grades of carbon paper yet their branches should be capitalized: for s¢ 
. example. Security and Exchange Com- p 
it costs mere pennies to use. “ces sc i aie s lala 
mission. However. there are some cases 
Mr. Roytype knows all about carbon paper and he'll be glad to wherein the words federal gevernmem ce 
‘ ; ah . can modify a noun in a descriptive sense. p 
help you choose exactly the right weight and finish for your partic- ch aia tities: dail te cauk Gate 
ular job. He knows all about every other office supply need, too. “... in conjunction with the federal « 
Just ask and his full stock and full knowledge are at your command! we public works pro- oP. 
ROYTYPE A complete line of business supplies... NN 
expert help... and the fastest service too. - ‘ 
2.) cee a 
ES LT SS AE SE SS SS SEE SE of )}) 4 . 
661N 
| Royal McBee Corporation Westchester Ave., Port Chester, N. Y. i ‘ 
| Please have our Roytype Representative show me PARK LANE carbon paper. j - —=— . 
~ t 
| NAME TITLE | Q). Hou should | address a letter to a 
secretary when | don't know her name? 
I COMPANY I A. The person who acts as a secretary | 
| 5 to an individual is addressed as “Secre- | 
| ADDRESS t tary to.” It’s interesting to note, however. | 
that when the word is used for the officer | 
i city | ZONE STATE j of an organization or a government ofh- 
L J cial, of is used, as “Secretary of the 
OS SE A RN NN NE GSS Lotus Club,” “Secretary of State.” 
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BUSINESS ENGLISH 
E. Lillian Hutchinson 


SECRETARIAL PRACTICE 
Madeline S. Strony 


BUSINESS Law 

R. Robert Rosenberg 
| ele) €.44 4.11, ie) 

Marshall Hanna 

TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Aline 
SHORTHAND 

Charles E. Zoubek 
Fiinc NV. Mae Sawyer 


Q. I'd like to know if film can be used as 

collective noun when referring to a block 
f film that contains four separate movies. 
For example: “The subject film (has, have) 


een Se heduled for your use.” 


{. Although almost any noun that re- 
fers to two or more things as a group may 
be considered a collective noun, in yout 
sentence we think that the words subject 
film definitely have a singular meaning 
ind therefore require the singular form 
of verb. has been scheduled. 





QO. Must recipients of carbon copies he 
4 
sent coptles of all enclosures that have been 


sent to the original addressee? 


1. In many cases the recipients don't 
receive copies of enclosures: if this is 
true. so indicate by placing the words 
“not included” next to the word en- 
closure. 


0). Please clar fy 


ng to Business Law. 


a few questions pertain 
a) Is a minor who purchases neces 
suries qualified as competent or incom- 
petent. and why? 

b) Is an adult citizen of a foreign 
ountry classified as competent or incom. 
petent, and why? 

c) If an infant conveys a tract of land. 
can he, while still an infant, disaffirm the 


transfers 


{. The answers will be given in order. 

a) A minor who purchases neces- 
saries is qualified as competent, if not 
already supplied with these necessaries, 
and liable in quasi contract. 

b) An adult citizen of a foreign 
country is classified as competent, if a 
citizen of a friendly country: incompe- 
tent, except for necessaries, if an enemy 
alien, 

c) If a minor executes a deed that 
actually transfers title to a new buyer, 
the deed may not be avoided until after 
the minor becomes of legal age for the 
transter of real estate. This is 21 years 
in most states. If real hardship would 
result to the minor because of his in- 
ibility to disaffirm a deed, a proper court 
may set the deed aside. 
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YOURS FREE 


Delicately scented 


GOLDEN ROSE 


ONERY 


-packaged in double-tiered 


JEWELRY BOX 


Yours FREE! 


24 scented sheets of 
finest writing paper, 
6” x 8”, beautifully 
decorated in gold 
trimmed full color 








roses, 24 plain sheets, 
24 matching decor- 
ated envelopes. 
Matching Gift card in 
gold and rose motif. All 
tied up in red ribbon. 

REGULAR $1.50 VALUE 


IF YOU CAN 


NT THIS CASH” 


aes 


"COU 


Just to show re 
how easily you 

can earn $50 
cash, and more! 


Your free prize ($1.50 value) of scented, floral stationery 
attractively gift-packaged in reusable box (perfect for jewelry, 
hankies, photos, etc.) will be sent by return mail as soon as you 
“Count the Cash” and mail coupon. YOURS TO KEEP—no cost, 
no obligation. Included with your FREE gift is Elmira‘’s “Try 
It’ Sales Kit, with samples of Christmas Cards and gift items. 
Also free samples of printed stationery and note papers, plus 
new catalog of Elmira’s money-making line. You can earn 
100% profit in spare time taking orders from friends. Loads 
of girls all ages make money this easy way. 


Mail coupon or write: 


COSTS NOTHING TO TRY 


f= === LIMITED OFFER - WRITE TODAY === =4q 








ELMIRA CARD CO., DEPT. TC-21, ELMIRA, N. Y. 


4 

fi i 

Pe If coupon is cut i 
out you can still 

get FREE GIFT i 

\ “See BOX by sending 7 

‘yy correct answer ' 

| 

i 

| 

‘ 


I counted in cash. I’m interested in making 
spare time money. Send me FREE Box of Decorated Scented 
Stationery, mine to keep. Also send FREE catalog and, on 
approval, other samples of Greeting Cards. 











\ ito Dept. TC-21, ee 

‘ELMIRA CARD 

,CO., Elmira,N.Y. Address ——____— 

\% , : a eee 


{_] Check here for special Group Fund-Raising Plan. 


- 





Is it correct for a man to introduce 





in person or on the telephone 


=o s is Ur. James Brown of the 


Bay Street Gas Company calling, 


{. It's not considered in good taste for 
i man to savy, “This is Mr. James 
He should omit the Mr. Many 


men prefer to say just “Brown” or 


Brown. 
“Brown speaking.” 


Q. Wh h is correct? 
. hy place ing a copy thereof in the 


United States (mail. mails) .. 


{. Mail is correct. It refers to the 
appliances used in the postal system: to 
mail is to deliver into the custody of the 
post office for transmission, Letters, ete. 


received through the post oflice are re- 


te rred lo a- mail. 


QV. What is the purpose of the commas be- 
low? Is he second usually needed? 
“LT am going to the meeting. not he- 
cause 1 want to, but because it is my 


duty.” 


{. Emphatic opposing thoughts should 
be set off by commas to show contrast. 
These thoughts often begin with nor or 
but. as in the sentence you question. To 
omit the comma before but as you sug- 
gest would fail to set off one of the con- 
trasting expressions. Both commas are 
really needed. 

In unemphatic, short sentences it is 
sometimes possible to omit commas in 
such constructions: for example: “This 


art collection came not from England 


but from France.” However. in = most 
cases the commas contribute to the clari- 


tv of the sentence. 





BEFORE YOU LEAV 
ON VACATION... 


call your local Manpower, Inc. 
office for a Trained Temporary 
Replacement to keep your 

. work current while you're gone. 


Manpower, Inc. will send a trained typist, 
steno, or secretary to fill in for you 
temporarily at economical hourly rates. 
Your boss will have his work continued 
without interruption and you’ll return 

to a neat, orderly desk ready to dig 

in on new work. 


. 


Over 100,000 firms have used Manpower 
replacements during vacation periods 
and emergencies. 


manpower, inc. 


The World’s Largest Temporary Help Service. Over 
200 offices in the U. S., Canada, Mexico and Europe. 


SEE THE WHITE PAGES OF YOUR PHONE BOOK FOR LOCAL MANPOWER NUMBER 
6 











. What is the proper heading tor the 


second page of an interoffice memorandum ? 


A. If an interofice memorandum is 
addressed to a single person (or two 
persons), we recommend that the name 
(or both names) be placed on the sec- 
ond page of the memorandum, just as in 
letters, followed by the page number and 
the date. You should use plain white 
paper for the second sheet. 

If the memorandum is being sent to 
many people, just use an abbreviated 
form of the subject followed by the bul- 
letin number (if you keep a record of 
your memorandums by number). then 


the page number and the date. 





QV. Please distinguish between the words 
affect and effect. 


A. Confusions in the use of these trou- 
blers are very common. The first step in 
mastering the distinctions is to remem- 
ber that only effect can be used as a 
noun. Thus: 

Reconstruction was an effect of the 

Civil War. 

When you ve mastered this distinction. 
then distinguish between the two verbs 
affect. “to influence.” and effect. “to 
bring about.” Thus: 

Does the strike affect you? 

The treatments have effected a cure. 


Q. Which verb is correct in the following 
sentences 

“Disciplinary action will be taken 

only after the application of sound per 

sonnel management practices (has, 


have) failed to remedy the situation.” 


A. The correct verb in this sentence is 
has. The subject of the verb in question 
is application, which is singular. The 
plural noun practices is the object of the 
preposition of in the — prepositional 
phrase, “of sound personnel management 
practices,” which intervenes between the 
true subject and its verb. 


Q. i here are comma and period placed 
with reference to quotation marks? 


A. We follow the rule in our reference 
source, THE REFERENCE MANUAL FOR STE- 
NOGRAPHERS AND TyYPIsTs, Second Edi- 
tion, by Gavin and Hutchinson, which 
requires comma and period always to be 
placed inside of quotes. 
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SUPER LENGTH NYLON is a typewriter ribbon that gives longer mile- 
age and needs fewer changes. Six feet longer than standard ribbons, 
this ribbon also comes equipped with “Silver Tip” at each end to 
make changes cleaner and faster. Write for to The 
Carter's Ink Co., Dept. TS, Cambridge, Mass. 


information 


CLIP-DRAWER is a plastic clipboard, ideal 


for secretaries on the go. A drawer slides 
open to form a compact but roomy case for 
carrying invoices, notes and paper of all 
types. Features an extra-strong steel clip 
and easy outside working surface. Light 
weight, too. Information from Evans Spe 
cialty Co.. Ine. De pt. TS, Box 8128, 


Richmond 23. Va 





DUX VARIABLE PENCIL SHARPENER #44221 
takes up little room in your desk drawer: 


so) 


convenient for quick sharpening. A precision 


instrument. it makes three different points 
by just turning a small wheel. Made of solid 
brass: packaged in a leather pocket case. At 
$1.25 from Fred Baumgarten, Dept. TS, 1000 
Virginia Ave., Atlanta 6, Ga. 





POSTAMATIC POCKET POST OFFICE keeps 
postal services as close as your purse. The 
pigskin cast includes utility por kets. me 
chanical pencil. memo pad. stamp case, ad 
dress-memo book and a Postamatic Postal 
Scale to figure postage for mail up to four 
ounces. At $4.95 from Postamatic, Dept. TS 
81. 1549 Belfield Ave., Philadelphia 41, Pa. 





AUTOMATIC ELECTRIC ERASER quickly and 


smoothly erases pencil. ink or type. A valua 
ble timesaver. it also has a carefully bal- 
inced palmfit for effortless erasing. Uses 
(quiet, heavy duty 115 volt. 60 evele AC 
notor. Price is $7.95 plus 50 cents for post 


ive from Silver Bells Limited, De pt. TS, Box 


982, Carmel, California. 





TYPETRONIC 2215 and 6615 a 
Phe 2215. 


typewriter 


re two fully transistorized electronic 


mac hine 2, a busine ss do« ument writing svstem,. consists ot 


Phe 


automatically process forms by punched tape rather than by manual 


an electri with electronic components. components 
typing. The 6615 speeds and simplifies the preparation of business 
forms requiring calculation. Details from Smith-Corona Marchant 


Inc.. Dept. TS, 410 Park Ave., New York 22, N. Y. 
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The office manager 
watched every 
move | made 





before 
PENDAFLEX 


Be more efficient. Snarl. Time is 
money. Growl. His fur was really 
ruffled about high office costs. 

Then we installed Pendaflex hang- 
ing, sliding file folders—with built-in 
efficiency. Oxford Pendaflex folders 
slide on metal rails, give finger-tip 
control of all file drawers. Filing is 
easy—and fast! Exclusive Pendaflex 
“keyboard” selection practically elim- 
inates misfiling and lost correspond- 
ence. Speed, ease and efficiency. 
Pendaflex has them all. 

Our office manager? Now he purrs 
like a kitten. About Oxford Pendaflex. 
Why don’t you get all the facts— 
plus a FREE File Analysis Sheet and 
complete Oxford Catalog. The « oupon 
is below. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 
in Toronto, Luckett Distributors, Ltd. 


Oat! 


FIRST NAME 
IN FILING 


e 





OXFORD FILING SUPPLY CO., INC | 
14-6 Clinton Road, Garden City, N. Y 


| Please send full information on 
Pendaflex “filing machines’’ plus free 

| ‘File Analysis Sheet” and 60 page Oxford 
Catalog of Filing Systems and Supplies. 

ic | 








FIRM | 
STREET 
CITY ZONE 
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How Machines Read 
This New Language 


BRAND NAME 
SELECTOR 
Business 
Writing 
Supplies 


RIBBONS 
Classic Pinnacle 
Commander Rainbow 
Marathon Silk Gauze 


CARBON PAPER RIBBONS 


Columbia M-50 
Columbia PF-75 


CARBON PAPER 
Accountant Special 


Classic Pinnacle 
Commander Plastisol 
Marathon Rainbow 


Silk Gauze 


DUPLICATING SUPPLIES 


Colitho Offset 
Ready-Master Spirit 





380829! . . . machines that can read . . . per- 
forming instantly and accurately tasks that take scores 
of persons weeks to accomplish! The scope and impact 
of their fantastic abilities on the world of business are 
just beginning. 


In the field of banking, for example, modern electronic 
business equipment reads a special language of its own 
to sort, list and post checks automatically. The ability 
of the equipment to recognize these symbols depends 
upon the quality and strength of a unique magnetic ink 
used to form the image. 


Columbia—long a leader in research and development 
of carbon papers, ribbons and duplicating supplies— 
has played a major role in the development of these 
magnetic inks. This scientific breakthrough is even 
more significant because it is the first in a field whose 
boundaries are yet unmeasured . . . a field in which 
Columbia is most capably equipped to pioneer. 





Ribbons - Carbons - Duplicating Supplies 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. 
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THE PERFECT SECRETARY. Lucy Graves Mavo 
Eaton Paper Corp., Pittsheld, Mass. 36 pp 
Free. 


196 
Drate 


Ave.. 


office. 


With vour spl and-span grooming. vou 
look the part in the role of a perfect 
secretary: now. how to shou your em. 
plover that his mwas good casting 7 One 
way is by Vvour eagerness to please 
another. organization of vour work. 
This booklet is prepared fo help you 
toward successtul ach evement of that 
profe ssional geval the perfect secre 
tary! 


| HOLIDAY TRAVELOG, KLM Royal 
h Airlines, Dept. NYC/LF, 609 Fifth 
New York 17, N. Y., or any KLM 


Free. 


Pertinent travel information on ten 
European countries is listed in 48 pag 
tose ther with Passport, customs and ct 
reney regulations. Conversion tables are 
included for temperature. weights. meas 
ures: a size converter translates Euro 
pean clothing sizes into American 
equivalents. Taking home gifts? Youll 
like the gift-planning section that pro 
vides typi al prices of best buys u Aile 
abroad. 


HOW TO PLAN AND HAVE A BEAUTIFUL 
WEDDING. Marjorie OShaugnessy. Fred 
erick Fell. Inc... 386 Fourth Ave.. New York 
16, N.Y. $1.98. 


June’s here again—the bride's month. 
To take you gently. but properly, 
through your wedding is this guide. git 
ing details on announcements, the cere- 
mony, reception, photographs. — the 
duties of wedding party members 
everything to help you have a perfect 
wedding day. 


MOTOR TRAVEL DIRECTORY. Motor Travel 


Serv 


Ave. 


ices, Ine., Dept. TS-le, 1521 Hennepin 
; Minneapolis 3, Minn. 10 cents. 


Saves guesswork for you on the read by 
listing selected restaurants and recom 
mended motels that have been carefully 
inspeé ted. Trained represe ntatives of 
M.T.S. look for consistent, reasonable 
rates: cleanliness, adequate and com- 
fortable equipped rooms: and courteous 
services. Hungry. weary motorists keep 
this booket handy in their glove com 
partments, 


SECRETARIAL PRACTICE FOR COLLEGES. Lee. 


Dickinson and Brower. Gregg Division of 


Me‘ 


- 


yraw-Hill Book Co., Inc. $3.75. 


It takes more than technical skill to 
make a good beginning stenographer or 
secretary. Since knowing what to ex 
pect is half the battle. the beginner is 
prepared in advance by actual job as- 
signments. problems and experiences 
outlined in this book. Designed as a 
one-semester course to eliminate the 
floundering and tension that accom 
panies the new job try-out period. 
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two valuable tools 
every secretary 
& 
should own! | | * Sessa 
7 OF PHRASES wiry 
‘ 
Solves over ; 
: 
16,000 
difficult word 
problems 
: Hl ONCE and FOR ALL! 
| have two wonderful gifts for you. 
FREE GIFT #F! THE WORD FINDER 
makes it virtually impossible for ou to n 
mistakes with the 16,000 most frequently look 
up words used if business today! It saves cou 
’ | . less hours of time and eftort, gives the essential 
Ylorence V. finds herself in the not un- When the re lationship is ideal, thoughts of proper grammar, ends thousands of frustrati 
usual predicament of the secretary u ho ol what might happen when it comes to word probien forever! It a Beet ii ay ‘it 
! : and easiest method ever devised to spell, divid 
has worked for one man many vears. She a natural end seldom occur or they are and separate the most difficult words you « 
, ounter ith this ittle gadget you 
was devoted to her boss. Mr. Arthur. whom pushed out of mind. counter. W this great lit as - pet te 
thousands of te gt word propicms merel 
she described as “the best of all possible \ look at Florence's situation, how flipping your finger. It works faster than anything 
yu NY rs And om Ou set WORD 
DOSSOS, He cons dered her indispensable, ever, May mMspire othe secretaries to be FINDI R” . at Reseed 1 os ndes tem ‘ 
particularly for her knou ledge of the prepared for what is almost inevitable. got along without it.! 
company. He frequently commented, Most women will have to adapt them- BUT THAT’S NOT ALL YOU GET FREE! 
. > 
Florence knows as much about the busi- selves to more than one boss during their GIFT #2, “A GLOSSARY OF PHRASES WI in 
, . PREPOSITIONS, solves your difthcult: “ 
ness as | do maybe more. careers, If a secretary Is in the same cu these tricks little words —in just Stason mi 
Whe n Mr. Arthur died suddenly, Flor cumstances as Florence, a tew suggestions utes a day! It ate baie eae wish ster 
and exercises used Dy Oustanding KLIS teact 
ence was grief-stricken. Automatically, may help her show her flexibility and ers. After you go through them you should never 
. have trouble with thes sticklers” agai 
she took over his work until a successor open-mindedness. Florence is the key pel wats ae a , : - a : 
Best of all, these invaluable work-saving tox 
could be appointed, son in this setup. Whether she will be able are now yours—absolutely FREE—with an 1 
: ' troductory subscription to P.S. for Private Secré 
Vow. she ts assistant to and behind- to work successfully with the new man taries the new. high-level secretarial aid tl 
the-scenes instructor of a voung man who hinges on what she does and how she acts. offers the | tical Ruidance you must have t 
, ale me more successful. Edited | 1 Staff of ¢ 
knows very little about the job. Florence Her attitude toward him is very impor pert secretaries—all top professionals—each issu 
feels frustrated and is “growing graver tant. To fight frustration, Floren e should of P.S. bri s you such important ideas as 
: 5 *® writing letters and handling correspond- 
hy the minute.” Her new boss personality recall her early days with Mr. Arthur. | 9 9 P 
ence by yourself 
is entirely different from Mr. Arthur's. may help her to be more tolerant now if © 18 tips that reduce filing time 
P g 
‘. Ae . 
and she thinks that it will take a long she asks herself: te ea. the office little cost 
; . * speeding up routine tasks 
time before the rapport that she previous How long did it take before Mr. ® 10 valuable ways to cut down duplication 
y enioved can he established if ever. Arthur and | were working as a closely and waste in reports 
. ‘ . © how to route incoming mail - 
She compares him with the wonderful knit team? Six months. a year, eighteen tivel ° omeng ail more effec 
: a ively 
hoss she had. with discouraging results. months. two years? PLUS special removable feature, ‘Secretarial 
The newcomer is uncomfortable because @ When was his confidence in me first Clinic’, to file as a poner 
° ‘ And P.S is prote onal guide for 
has SO much lo learn and he has to evident? ene is COMPLE a4 TAX DEDUCTIBLI 
. ou can deduc st cost from your yearly I 
vet the knowledge from her. @ What had I done then to warrant his gee - t its full cost from your yearly tax | 
t comes to you twice each month (24 informat 
at? issucs a year) at a cost of only $1.25 per month. Mail 
trust! +} pos rll i h 
. a > : ; the oupon now and send you the very next iss 
Solving the Problem @ What did I do that pleased him and the moment it is off the press. You will also receiv 
. . : , : ER ae your G copies of H WORD FINDER 
Florence's case is by no means unique. — made him willing to delegate responsibili- ind “‘A GLOSSARY OF PHRASES WITH PREPO 
, 2 ° ay ae SITIONS 
lhe chances are high that a secretary will ty and authority? sri enc ee bie ts Seti ees tims nb lahat 
either outlive her boss or have from five e Did | have to adapt myself to get | The Bureau of Business Practice | 
; a ‘ ere ; , Dept. 5886-H1 
forty years more working life ahead of — along with him? If so, in what ways? 7 ato yt gh a : 
her when he retires. The span depends @ How long did it take me to adjust Please start my introductory I year's subscription | 
upon her age when she became a secretary hi -thod | irks? to P.S. right away—and send me my free copies 
| er age 1en she became as i to his methods and quirks: | of THE WORD FINDER” and “A GLOS. | 
nei Fem acai . . SARY OF PHRASES WITH PREPOSITIONS 
and the age her boss had already reached. Honest answers to such questions will ir lerstand that the cost is $1.25 per month, to | 
: P , . . ; lh : rst isst 
Since most women prefer a sure thing remind Florence that while Mr. Arthur | be billed 15 days after first issue is sent 
. : : P ©) Bill me Bil mployer 
to an uncertainty, a secretary is likely to | was a wonderful boss, there probably was , ° © Bin my omy * 
cling to a boss who is considerate, appre- a period or adjustment before this happy J Name... ..seeeeeseees , | 
clative and loyal. The feeling that she — state was reached. t Fir | 
is part of a smooth-running team deters If she will try as hard to adapt to her | | 
P . ° . ° Pinch dad oaedeeies 
her from seeking other work or taking new boss, an equally satisfying relation- ; . 
her chances with a different employer. — ship can develop. (Continued on page 49) bs it .. Zon Stat J 
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WHICH SIDE ARE YOU ON? Be proud of the business letters and 
communications bearing your initials — whether they’re on the left or right side of the 
slant mark. 

Only training and practice can solve the mechanics of grammar, context, organization 
and typing. But PLOVER BOND, the visibly better letterhead paper, can be specified 
immediately — to immediately improve the appearance of your letters. 

Any letter — from A to Z-— looks better on the white, bright cockle finish of PLOVER 
BonpD. That’s important. Because the corporate letterhead is your company’s constant and 
frequent salesman. It carries a message far beyond the sense of the typed words impressed 
upon it. And if it’s PLOVER BOND it’s always an impressive message. 

No matter which side of the slant mark you’re on, be on the PLOVER BoNnpD side. Use 
it. Specify it. 


WHITING- a PAPER COMPANY. STEVENS POINT, WISCONSIN 


0 N 0 Vy 
better papers are made with cotton fiber 
‘ 
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MEET THE BOSS . . . . . « stan veiapiane is a re- 


porter at heart. He has had twenty-five years experience in New York, Los Angeles 
and San Francisco. He has won the Pulitzer Prize for reporting and has two 
National Headliners' Awards to his credit. He also has authored several books. 

But today he is known mostly for his famous "Postcards"--folksy, humorous 
glimpses of life around the world. His syndicated column is a source of de- 
light to millions of readers who turn to it for daily news, gossip and laughs 
from the most unlikely corners of the globe. 

"What's next? Who knows?" says his secretary. “He could be up to his neck 
in Alpine snow...drifting down the Nile on a barge...watching crapshooters in 
Reno...or at home coping with the growing pains of a teen-age daughter." 

But no matter what he says or where he says it, Stan Delaplane's "Postcards" 
are a must in the daily reading of his fans in the United States and in for- 
eign countries. 

As an ace reporter on various newspapers in three of America's largest 
cities, Delaplane did not deliberately set out to become one of the nation's 
top columnists and humorists. It just sort of happened. 

Representing the San Francisco Chronicle, he was sent on one of those for- 
eign junkets organized for publicity purposes. He sent back his copy all 
right--but it was his personal postcards to his cronies in the press room that 
were sensational. 

They were read and enjoyed, re-read and passed around. The inevitable hap- 
pened--someone finally said, "They ought to be run in the paper." So they 
were, and the response was tremendous. 

Then there was a period of impatient waiting for another junket so Delaplane 
could be sent out again. It came. He went. Results--the same as before. 

The formula for success was established, but one element 





(Continued on page 44) 
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is a bundle of unbounded energy wrapped up in a neat Size 9 figure. She moves 
fast, works fast, thinks fast and, wherever she is, you feel that things are 
happening. She has a role in life that she loves--and she's playing it to the 
hilt. 

"How do you get a job like this?" she was asked. 

"I just fell into it," was her candid reply. But, in reality, it wasn't 
quite that simple. 

She started her newspaper career some years back as an assistant in the 
morgue--which is press slang for library. It was on this job that she met 
both Stan Delaplane and his secretary and got the inside track on her current 
position. Eventually there was an opening and she took it. 

Chloe Trimble, who publishes under her maiden name of Chloe Gartner, has al- 
ways been interested in writing. This explains how she quite naturally gravi- 
tated to a newSpaper job. 

As she so colorfully expresses it, "Writing is like eating peanutS--you 
can't stop." 

A combination of writer-boss and writer-secretary is bound to produce some 
sort of repercussion. In this case, it was a fast-selling novel, The Infidels 
--a vivid, realistic tale of Medieval France and the first of the Holy Crusades. 

Chloe's personal writing is done at home, "Mostly after 9 p.m." she says, 
adding, “It isn't easy!" 

She lives with her thirteen-year-old daughter in a small Kentfield bungalow 
just over the Golden Gate Bridge from San Francisco. This means that housework 
and commuting are added to her other chores, which include supervision of her 
daughter's homework, trips to the dentist and all the other things good 
mothers have to do. 

"It's sort of chaotic," she admits, "but things do get done...eventually!" 

All day long at the office, Chloe Trimble is the focal point of a hurricane 
of activity. "Lunch," she exclaims, might be anything. I 





(Continued on page 43 
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e Mi-s Secretary, take heart. Whatever 
your job—be it working for a plant super- 
intendent. a real-estate broker or the 
president of a company—you are not 
alone. You. and your sister secretaries. 
share much in common—the basics that 
all bosses expect you to handle. 

For example, when a secretarial group 
was surveyed the members listed the 
twelve most common responsibilities in 
this order: taking dictation, transcription, 
telephone calls, filing, public contact, 
handling mail, straight typing, reports, 
making appointments, keeping records, 
personal accounts for the boss and book- 
keeping. 

However. if secretarial responsibility 
ended there, the ambitious secretary 
might feel that she was using only part 
of her talents. Such a feeling can lead to 
boredom and frustration unless she can 
find ways to increase her usefulness. One 
of the fascinations of secretarial work is 
the variety of duties that can be assigned 

or assumed. 

If you are seeking more responsibility 
in order to augment your value to your 
boss. as well as the size of your job and 
pay check, you will be interested in what 
other secretaries do. This will enable you 
to compare your duties with theirs, and 
it may suggest ways to enlarge your job. 

Any special task that you can do fits 
into a New York businesswoman’s apt 
description of secretarial work. Address- 


ing a group of management men, she said. 
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“Really. the secretary s job is to relieve 


you, the managers, of clerical routine 
duties. ... 

‘A secretary should be employed in 
such a manner as to share completely the 
tasks of the office with the manager, as 
a team, rather than as one whose job is 
to do odds and ends. Give responsibility 
to your secretary.” 

According to all reports, businessmen 
do just that. The scope of secretarial 
responsibility stretches in all directions. 
Common chores include making travel 
arrangements, shopping and personal er- 
rands for the boss. planning the office 
Christmas party. arranging staff meetings 
and dinners, preparing for meetings of 
stockholders and directors. setting up the 
agenda for and taking minutes at meet- 
ings. 

Beyond that. some secretaries do ac- 
counting, scheduling. invoicing, expedit- 
ing, timekeeping and research. Payroll 
and personnel work, inventories. purchas- 
ing, supervision, customer and_ public 
relations are other responsibilities. Many 
secretaries edit or write for company pub- 
lications, prepare sales manuals or draft 
legal Others take care of stock 
transactions for the boss and his family, 


briefs. 


make out income tax returns, decorate 
offices, write the boss’ speeches, order 
flowers and write letters of condolence or 
congratulation. 

One secretary hires clerical help and 
serves as employment counselor for a 


large staff. Another runs the building 
owned by her firm. A third takes charge 
of her employer's household whenever he 
and his wife are away. Numerous secre- 
taries have risen to emergencies—driving 
the boss to the airport to catch a plane, 
sewing buttons on his coat. finding hotel 
rooms for visiting delegates, entertain- 
ing relatives or offspring. even baby- or 
puppy-sitting on special occasions. 

The variety of things secretaries do 
shows that there is no limit to the scope 
of their jobs. Some of the tasks seem 
glamorous, others do not. The common 
that the re- 


sponsible secretary is willing to do any 


denominator, however, is 
chore that will assist her boss. 

Few of these duties appear in the ofh- 
cial job des riptions for secretarial posts 
issued by various companies, but secre- 
taries consider them “all in a day’s work.” 
There is no pat definition of secretarial 
responsibility: the term changes with the 
individual job. The boundaries depend 
upon how much help a boss needs and 
how much a girl is capable of doing. 

Probably, the 


thought of some of these assignments 


secretaries had no 


when they were employed—nor did the 
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executives who hired them. How did these 
girls earn such varied responsibility and 
the satisfaction of using their abilities to 
advantage? They have put into action the 
code des¢ ribed by Miss Bessie Covert, a 
former secretary who is now an editor. 
Quoted in a booklet, What A Secretary 
Should Know About Responsibility, she 
said, “The woman who displays willing- 
ness to grow is soon recognized. As she 
masters each job given her, she becomes 
more assured, is more productive and is 
much more in demand. She grasps the 
fact that ‘personality’ never substitutes 
for a spirit of enthusiasm on the job, hard 
work and a sincere desire to serve. Her 
basic code is expressed in her question: 
‘What can I give to this job?’ not ‘What 
can I get?’ ” 

She continued, “Often, the most hum- 
ble-appearing task is the steppingstone 
to a larger assignment . . . Responsibility 
is a cycle: it begins with interest and 
application and is rewarded with more 
responsibility.” 

How does a secretary show that she is 
ready for more responsibility? One way 
is through her attitude toward her work. 
If she is punctual and settles down to 
business as soon as she arrives. she indi- 
cates her eagerness to do a good day’s 
work. This enhances her reputation for 
dependability. 

Earning responsibility also precludes 
that the secretary has polished her basic 
skills to the point where they have be- 
come second nature. A woman who has 
trouble reading her notes or typing ac- 
curately does not inspire a boss to give 
her more advanced assignments. 

The secrctary who yearns for more re- 
sponsibility also needs to organize her 
time. No one can take on more duties if 
she lags behind in her regular work. Once 
her job is organized, a secretary will have 
time to look for things she can handle and 
to carry them through. A good way to 
organize is by keeping a production rec- 
ord of what is accomplished each day. 
Tallying the number of letters tran- 
scribed, papers filed. phone calls and visi- 
tors, etc., has this advantage: it gives the 
secretary an incentive to beat her pre- 
vious daily, weekly or monthly record. 
Her speed and efficiency are bound to 
increase. 

Her willingness to grow is also ap- 
she tackles each as- 


parent in the way 


signment. A topnotch secretary, who is 
administrative 
philosophy. No 


matter how simple or unimportant an 


responsible for many 


duties, revealed her 
assignment seems, she tries to do “a better 
than best job.” This thoroughness in 


small tasks has made it possible for her 


boss to delegate greater responsibility to 
her without a qualm. 

Even little things provide clues for the 
employer who wonders whether his secre- 
tary is dependable. If he gives her a rush 
job, for example, and she skips the coffee 
break 
knows that she has a sense of values and 
can put first things first. On the other 
hand, one boss would never give his sec- 


in order to finish it sooner, he 


retary a chance to do more because she 
always left the minute the bell rang. He 
complained to an associate, “If I were 
telling her something when the whistle 
blew, she’d probably leave in the middle 
of my sentence. She can never earn more 
responsibility—or more money—because 
she hasn’t shown that she deserves it.” 

Job interest and initiative are inter- 
twined with a sense of responsibility for 
every task, large or small. For instance, a 
secretary who was typing a memo made 
an extra copy for a man whose name was 
not on the list for it. She questioned her 
boss, who admitted that he’d forgotten to 
add the man’s name. He appreciated her 
interest, because the man was sensitive 
and easily upset. And he was reassured 
that his se retary would overlook no de- 
tail in any work assigned to her. 

Another secretary was asked to take 
minutes at a staff meeting. Previous at- 
tempts had been rambling, verbatim re- 
ports that no one took the trouble to read. 
Consequently, some good ideas were lost 
in the shuffle. The secretary decided that 
the report would be read if it were pre- 
sented differently. After transcribing her 
notes, she condensed them. She rear- 
ranged the material under several main 
headings so that all the information on 
each topic was grouped together. Then 
she showed the revision to her boss. He 
approved the condensed report and com- 
plimented her for the improvement. Her 
sense of responsibility had made the re 
port readable, and it got action. As a 
result, her boss asked her to edit his re- 
ports and to digest articles that he was too 
busy to read. Thus she made herself more 
valuable to him. 

Sometimes, responsibility is there for 
the asking. A woman who had mastered 
her new job asked whether there was 
some project she could work on when not 
busy. For some time, the company had 
wanted to produce an office procedures 
manual, so this was assigned to her. She 
completed the manual and offered to keep 
it up to date after it was published. Ask- 
ing for responsibility and discharging it 
brought her three raises within a year. 

Willingness to do more than the job 
requires can be shown through outside 


activities, too. (Continued on page 48) 
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@ In her office. the responsibility and initiative for 
good paperwork management is Angela Hartt’s—-she is 
a professional secretary. In the first article in this series 
we showed how Angela—and you—could carry out the 
internal: organization of alphabetic files. But it is 
equally important to consider good paperwork organiza- 
tion. outside the correspondence files—this to ensure 
instantly accessible records. How do some of the periph- 
eral files. such as the chronological card tickler and the 
suspense file. keep records organized before they are 
filed? Are these “extra” files a burden or an aid to a 
secretary in meeting two of her biggest responsibilities 

keeping the office paperwork straight and freeing her 
employers day from as much routine and detail as pos- 
sible? With Angela Hartt, let us consider these ques- 


tions. 


The Mailman Rings 


Beginning with the 10 a.m. bundle of incoming mail. 
how does Angela or any other management-oriented 
secretary go about processing it? First, she stamps the 
date and time of receipt on each piece of mail. This 
easy step saves Angela countless headaches. For exam- 
ple. when on May 15 the Jamisson Company writes, 
“We fail to understand why we have not received our 
rush order of May 7.” she notes that the order was re- 
ceived (the time-stamp proves it) on May 14. While she 
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is time-stamping the incoming mail, Angela separates it 














into four stacks: 

1) Correspondence her employer. Mr. Rodney Dan- 
iels. must handle (urgent items on top, less pressing 
matters at the bottom) 

2) Correspondence and other items she can handle 

3) Bulletins. magazines and other reference materials 

1) Advertisements 

Once the mail has been separated, Angela processes 
it a stack at a time. 


Stack 1—Mail the Executire Must Handle 


Angela delivers to Mr. Daniels the first stack of mail 
together with any papers he may need for reference. 
To illustrate, a letter involving a technical question 
about a contract doesn't xo to the executive's desk un- 
accompanied—with it goes the contract. The mail is 
arranged in order of urgency in case Mr. Daniels can- 
not handle all of it immediately. Once the mail is 
answered it is returned to Angela via the “out” basket 
on his desk. Then it is her responsibility to see that her 
boss has used release marks (initials and a date) to 
indicate which correspondence is to be filed and for how 
long. For example, “R.D.-6/62” on the upper left cor- 
ner of a letter tells Angela that the letter should be kept 
in the active files until June, 1962. Whether releasing 


is done by the executive or the secretary, it prevents 


By Jeffery R. Stewart, Jr., Coauthor, Progressive Filing, Seventh Edition 
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routine letters—requests for brochures. notes of thanks. 
etc.—from being filed along with important correspond- 
ence 

The letters that are not released for filing should 


either be discarded or. in the case of a request that can- 


not immediately be answered. filed temporarily. These 


unimportant records should never be kept with impor- 
tant papers such as agreements. contracts and formal 
reports. After all. you wouldn't mix picnic forks with 
the silverware at home. 

The letters that do have the distinction of being re- 
leased for filing deserve the following formal treatment: 
(1) indexing, (2) coding and (3) cross-referencing. 
Let's note one example. An agreement letter from the 
\ssociated Power Company written by Paul Eldert. 
Manager. is wdexed when Angela decides to file it 
under Associated (not Eldert). It is coded when she 
underscores the name Associated Power Company on 
the letterhead It is cross-referenced when she prepares 
1 special sheet to be filed under Eldert, Paul—a re 
minder that his letters are filed under the name of his 
company. 

[he most formal step for released correspondence is 
sorting a bona fide timesaver. We recently observed 
1 young clerk filing customer receipts in the following 
manner: the receipts were in random order. and the 
files were lined along a fifty-foot wall. The girl casually 
strolled back and forth along the row of files for about 
in hour. frling the receipts. Each item thus filed cost 
her company about five cents. Had she arranged the 
receipts in alphabetical order first. she would have made 
only one trip past the files: the cost could have been cut 


lo a penny al item and shi would have saved SeVE ral 


hundred tiring steps 

After sorting. Angela files the released correspond 
ence in folders. Some is placed with the letterheads to 
the left. the latest date in front. Other correspondence 
is put in miscellaneous folders—in alphabetic and 
chronological order. Before a folder begins to bulge 
from taking on too much correspondence, Angela breaks 
one of the scores on the front flap so all papers will 
stand squarely on the bottom of the folder and will not 
“ride up.” As many as one hundred sheets can be put 
in a standard correspondence folder without overcrowd- 


ing it-—i/ the scores are used 


Stack 2—Mail The Secretary Can Handle 
Answering routine correspondence for her employer 
= only one of the many jobs Angela tackles while she 
processes the second stack of mail. In addition. she 
kee ps track of the dozens of details that are brought to 
her attention through the mail. Therefore. she needs 
mechanical reminders for jobs that must be taken care 
ff on some future workday. and she needs a place to 
SLOTE temporarily the papers she will refer to in com 
leting these jobs. The most significant of these remind 
rs are (1) the desk calendar or the card tickler file and 


) 


the suspens¢ file. 
iH hat s Ve x File. The desk calendar and the ( hrono- 
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logical card tickler file serve the same purpose that of 
telling the secretary what is next in the way of jobs to 
do. appointments to make, telephone calls to place. A 
chronological card tickler file with date guides (today’s 
date in front) is recommended if the volume of remind- 
ers is high. For the normal load. a standard desk cal- 
endar will do. Angela Hartt uses a chronological card 
tickler to remind her of such future activities as 

May 18: remind Mr. Daniels of his 2:30 department 
meeting 

May 25: prepare the monthly personnel report 

May 26: make hotel reservations for Mr. Daniels 
Cleveland trip 

June 2: order office supplies 

June 9: Mr. Elliott will arrive at 10:30 to see Mi 
Daniels 

June 15: Mr. Daniels to speak at Chamber of Com 
merce meeting tonight 

June 26: renew service contract on office machines 

June 27: phone Mr. Harris in Art Department to se¢ 
if ofhee handbook drawings are ready 

July 5: answer Mrs. Fitzpatrick’s inquiry of May 22 
if quarterly reports are complete 

Kach of the above reminders is on a separate 5-by 

}-inch card. filed behind the correct date guide in 
the chronological card tickler. 
Suspense File. Angela also has a correspondence-siz« 
suspense file in the deep right-hand drawer of her desk 
The file is organized by date. the same as her chrono 
logical card tickler. The difference is that this file is 
large enough to store temporarily correspondence that 
will be acted upon at a later date or that will serve as 
a supporting document for one of the “jobs to do” re 
corded in the chronological file. 

Let's take a half dozen examples of how Angela uses 
both files to kee p records organized while she processes 
the mail in Stack 2. 

e Here is a letter (dated May 25) from an important 
custome! requesting a copy of the latest product catalog 
The catalog is out of print. and Angela has been prom 
ised reprints no later than July 1. She immediately 
acknowledges the letter. telling the customer he can ex 
pect the catalog by the first week in July. The request 
and a copy of the acknowledgment are stapled togethe: 
and placed behind the July 1 guide in the suspense file 
Angela will look behind this guide on that date and will 
he reminded to send both the catalog and a polite letter 
of transmittal to the customer 

Next. if Angela is like most secretaries. she will bh 
tempted to place the customer's request letter and her 
carbon in the letter basket for a later decision on 
whether to file or destroy them. Her management sens 
will tell her. though. that it will be easier to make this 
decision on July 1 while the sequence of events is at 
hand. Once the catalog has been sent. it’s a safe bet 
that shell decide to discard both letters. Why clutter 
the files with records that have already served theit 
purpose 7 


. 7 
° Here is a letter from a (Continued on page 19 








@ When the word “program” is mentioned. some of us 


may immediately think of the Ed Sullivan show or per- 
haps a radio news broadcast. Those more romantically 
minded may picture dainty dance cards dangling opti- 
mistically from their wrists at a formal. In a third sense. 
a program might be that decoratively printed bill dis- 
tributed at concerts. plays and the like. 

But what will the finicky future have to say about it? 
Because of technical trends in the next ten years. an 
even more common meaning of program may put the 
others in second place. That meaning: a set of instruc- 
tions for a problem-solving machine—the computer. 

Everyone who has survived that eighth-grade Ameri- 
can history class is familiar with the transformation in 
economy in the last hundred years as our nation switched 
from its preoccupation with growing corn to making 
machines. That period of history gave birth to automa- 
tion. a word so new that the 1951 edition of Webster's 
International Dictionary doesn’t even define it! 

Automation is, however, an automatically controlled 
operation of an apparatus, process or system—especially 
hy electronic devices. To shorten that definition. auto- 
mation is the technique of making a process or system 
1utomatic. 

In this swift-moving machine era, the introduction of 
electronic computing devices, very much a part of auto- 
mation. has brought the economy new problems with 
padded dimensions. For example. what will it do to the 
lusiness outlook? To offices? To office personnel ? Is 
the use of machines going to dissolve the need for office 
workers. or will it create new jobs for more people ? 

Never mind those questions—already much research 
has been done on the subject and, actually, only time 
will give us the answers. 

Let’s ask. instead. what automation will do for you 

and not in the future. but now. Suppose you are fur- 
nished with the usual secretarial skills and business 


school training—you may have just finished your courses 
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and are ready to beein a shopping spree lor your caree! 


Or you may be an already experienced secretary looking 
for that “something different”’—a change. of sorts. 

Here's one of automation’s creations to conside1 
programming. Many of the practical problems of busi- 
ness. government or science are essentially computa- 
tional. If a great number of detailed observations are 
subjected to mathematical formula and statistical treat- 
ment. it's possible to draw accurate conclusions and ap- 
ply them. Because of the amount and importance of 
these problems. machine aids have been developed to 
come to their rescue. 

The immeasurable time and expense saved by machine 
calculations of industrial and scientific problems mak: 
computers an enormous help to man. They can do 
arithmetic at terrific speeds and eliminate much of the 
paper and figure work for scientists. engineers. doctors. 
economists. government agencies and businessmen. 

But machine calculations must be paralleled with hu- 
man thinking. They don't just work by themselves. 
People are needed to break down the statement of a 
problem into steps. prepare coded instructions from it 
and submit it to the computer. These instructors are 
called programmers. And many of them are women. 
Your ears perk up? Read on. 

To find out just what a programmer and her job are 
like, we visited a typical member of the computer world. 
Service Bureau Corporation. Service Bureau, a sub- 
sidiary of IBM. offers and performs various types of 
computer services for anyone who wants them——-who has 
computer-solvable problems and is willing to pay some- 
one for a solution. 

For example, an insurance agency might wish to have 
its mortality rates and premiums figured out. Or a drug 
company will send the computer center its master file of 
records to be updated. We've even noted that sausage 
ingredients are now determined and _ price-fixed by ma- 


chine! 
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It's impossible to set any limits on the number and 
variety of jobs that computers can perform—every day 
a new use is discovered. They can predict weather 
trends; translate foreign languages; help physicians 
diagnose disease. One of their newest and most im- 
portant uses is in space guidance for our defense 
weapons. Their applications are inexhaustible. 

But, we digress—it’s hard not to with such a fascinat- 
ing subject. Back to the programmers we met. The 
following is what they told us about a job they're so 
openly proud of that one young woman said enthusiasti- 
cally, “I could talk about it all day!” 

It seems that computers are almost human in their 
inner workings. Indeed, they are quite temperamental 
and perform meritoriously only when pampered and 
given very special treatment. Before they will supply 
answers, these machines must be fed carefully prepared, 
cryptic (to us) instructions in their own machine lan- 
guage. The instructions detail the problem and give all 
available information about the situation. The accom- 
plishment of this initially abstract feat demands a 


specialized type of office worker—as you will see. 


A Logical Mind 

Service Bureau, and other data processing centers like 
it, recruit, hire and train people to be programmers. 
Since so many of them are young women, we wondered 
what attracted them to such a seemingly masculine field. 
Before we found out, we first discovered what kind of 
young women this industry needs. 

First, programmers are usually college graduates or 
girls with some kind of business training. There may be 
exceptions to this but they are rare and infrequent. 

Computer problems are divided into two areas— 
scientific and commercial. Each area requires a differ- 
ent type of approach to solution, as well as a different 
type of computer. Accordingly, girls with degrees in 


mathematics, natural sciences and commercial courses 
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= LOGICAL” 
JOB 


by barbara wiest 


are first choices—and those with B averages or above 





are preferred. If your math is a little bit more than just 
passable, and if you are strongly motivated towards the 
whats and whys of human behavior, you might find this 
field just right for you. 

Basis for the educational criterion is the very nature 
of computer work. Planning programs calls for a logical 
mind. The programmer must be able to look at a prob- 
lem, separate it into uncluttered parts and construct a 
logical sequence of instructions simple enough for the 
computer, who hasn’t a mind, to understand and digest. 
Yet it must be complete and detailed enough so the 
machine won't make a mistake. Mathematically inclined 
people usually have minds geared for this type of work. 

Significantly, then, no longer will a simple skill be 
enough to earn you a successful job—you also must be 
blessed with an inherent ability to handle abstracts and 
think logically enough to give clear directions. 

You yourself have often been confronted by a stranger 
asking for directions, hopefully expecting you to outline 
an infallible plan to get him to his destination. Not so 
easy, is it? You can well imagine yourself in a similai 
situation with a silent, complicated machine. 

We're in luck, though—general opinion from business 
viewpoint credits women as being exceptionally good at 
communicating with computers and consequently well 
suited to assume leading roles in the programming field. 

Entering programming can be done through various 
sources, although increasing competition in the field is 
making it more difficult than it was four or five years 
ago. Usually, representatives from the data processing 
industry travel to schools and universities to explain 
what programming is and hold interviews. Job hunters 
can also make good use of the old stand-bys—newspaper 
ads and employment agencies. Or you may know the 
friend of a friend who can refer you personally. 

Following your interview, you will be given a general 


programming aptitude test. The (Continued on page 52) 
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@ Virtue... 


days. To our ears. it sounds a bit pretentious. a trifle 


now that’s a word we seldom hear these 


overblown when used to describe modern attitudes. To 
speak of a virtuous woman connotes a degree of upright- 
ness. which today we relegate to Biblical heroines. 
However. no other word can adequately characterize the 
majority of our working wives and 
mothers. They may be nice gals, 
good kids. swell people and _ real 
nice folks to those in their imme- 
diate vicinity, but on the basis of 
our survey, we would call them 
(or most of them) virtuous women. 
And lest they suspect us of Hattery, 
we shall explain the whys and 
wherefores of our praise. 

In our opinion, today’s working wife and mother . . . 
far from destroying the traditional ideal of home and 
family ... is seeking to rebuild in an even stronger form 
its image and function. Why should we expect, as do her 
critics, that she will imitate the social conventions of 
another day any more than she would adopt its fashions ? 
Why should we expect her unswerving devotion toward 
her family and its welfare to express itself in ways that 
no longer accomplish profitable results or arrive at real- 
istic goals? That she has chosen a most difficult path 

. one without either guidance or approval . . . is often 
hard to admit. After all. so many working wives. by far 
the greatest proportion of those we questioned. are quite 
satisfied with their lives. But is that any reason to 
suppose that their lives are easy ? 

Decidedly not. This becomes very clear when we 
examine their reasons for returning to work after their 
children are born. Yesterday, the virtuous woman was 
she who remained at the hearthside. If her children 
went to work at fourteen or after only a high school 
education, her duty as a mother had been admirably 
discharged. Todays mother knows this is not enough. 
Even if family finances permit her to stay at home, her 
modern conscience and sense of duty prod her into 
volunteer community service. The working wife and 
mother responds to a moral and emotional demand when 
she takes a job ... a moral demand as a citizen to help 
maintain her family creditally and an emotional demand 


as a wife and mother to see that her family enjoys more 
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part two YOUR SIDE 
OF THE STORY 


by jeanne martinson 





and better opportunities in today’s ever-wider world. 

Our questionnaire returns show at least thirty-five 
separate reasons for a mother’s returning to work. 
“Financial reasons” and “to supplement income” share 
honors in leading the list. Yet by no stretch of the 
imagination can we label these women mercenary. The 
fact that so many of them find their work interesting 
and stimulating should not detract from the value of their 
efforts. Just what are these “financial reasons”? For 
some, it means a special purpose (always for total family 
enjoyment), for others, a husband's illness or staggering 
medical bills. The education of children ranks high as 
a return-to-work motive, as well as additional security for 
older couples. Many women are seeing their husbands 
through college or graduate school. More than a few 
either work directly for their husbands or, by working 
elsewhere, are assisting them in starting individual ven- 
tures. 

There is of course. the other side of the coin . . . the 
women who work because husbands are too often un- 
employed, fritter away family income selfishly or thought- 
lessly or request additional income 
to allay their fears of failure. 
These wives are understandably 
bitter. They are the ones who re- 
sent having to work but admit with 
a certain amount of rueful pride 
that they are grateful for their 
jobs. not only in terms of money 
but. more importantly, in human 
values... being needed somewhere, 
being appreciated. being recognized. 

Probably all of us can sympathize with these needs. 
If they are absolutely vital to the woman who is un- 
happily married. they are perhaps just as important in 
a different way to the happily married wife and mother. 
Second-place job motivation. according to our survey, 
proves it. “We simply enjoy working.” they say. “We're 
better wives and better mothers when we have an op- 
portunity to use our brains. our training and our time 
in the business world.” 

And we're inclined to believe them. But to think these 
women are trouble free, to think that they are operating 
without a pang or two of conscience. a sometime sense 
of regret and often on the raggedy edge of exhaustion. 
is not to give them their full measure of respect and 
understanding. Many of these women have some higher 
education; too many more have had to shelve their 
academic ambitions because of family obligations. youth- 
ful marriages or frequent maternities. But they still 
have good minds and it is to their credit, and the credit 
of their families, that mama is a star-turn at home, in- 
stead of the ever-present doormat. Yet because there is 
often little or no financial need for her to work, this job- 
wife is more than likely to be the one most highly 
pressured by her home responsibilties; the one who gives 
strenuous thought to family health, to her children’s social 
and school achievements. to her husband’s happiness. 

And judging from the questionnaires we also sent to 


the husbands of working wives. (Continued on page 16) 
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Want a pretty—and diversified—wardrobe? 
Then learn to sew. Possible results of 

this knowledge... 

Pretty-as-a-picture separates, the top barely 
scooped and sleeveless, the skirt softly 
straight. McCall’s Pattern #5900. Misses 
10-16. Junior 9-15. 50 cents 
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For dancing and dreaming ...a sheath witha 
sheer overdress of dotted swiss nylon. The open 
skirt, gathered at the waistline, really floats 
from the dress underneath. Nice accent for the 
cummerbund waistline, a jewelled pin. McCall's 
: Pattern #5349. Misses’ 10-16. 75 cents. 








Embroidered linen in two parts, patterned 
specially for the shorter girl. Sleeveless top 
(sleeves have vanished for summer), softly 
gathered skirt. Add a flower pin for a just- 
right touch. McCall's Pattern #5823. Petite 
sizes 10-18. 75 cents 
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other version of the dress on page 21... this time 
th a matching top accented by buttons. Perfect 

r going from office to dinner date. McCall's 

ttern £5900, of course. 50 cents 


Patch pockets and bright binding spark an easy-to 

make summer dress. Try it in a textured cotton 

to set off the wide-set pleats, the newly popular 

flared skirt—and your own tan. McCall's Pattern 
5849. Misses’ 10-18. 65 cents 








dont just sit there... 


@ Summer and the beach, say you... 
hours of lolling in the sun. never raising 
a finger unless it’s to reach for a sand- 
wich or quafl a cooling drink. Just lving 
-upinely . dozing. dreaming. . . 
Ah. say we, all very well and good. 
But do you realize that the beach offers 
a golden opportunity to get in a few 
licks on behalf of a more beautiful you? 
\ little seaside strategy during the hot 
summer can mean lots of dates during 
the winter. 

How. sav you (and we note your rising 
interest)? Well. ... 

Just tanning your hide isn’t enough. 
The sun’s rays. beneficial though they 
can be, can also turn enemy. They can 
make your skin coarse and dry. vive you 
a lobster red nose and make your hair 
brittle and hard to manage. Besides, you 
have to give some thought to your figure. 
loo. 

For prospective beach belles—and po- 
tential winter beauties—note these tips 
from Shulton Laboratories. 
that 


different. and 


Planning a suntan? Remember 
everyones sensitivity is 
that the sun’s strength varies with the 
time and place. Near water, sand or other 
light-reflecting surfaces, the sun’s rays 
are much more intense than they are 
near grassy areas. They re twice as strong 
in Miami in May as they are in Atlantic 
City. And, naturally. the noonday sun is 
going to be stronger than the newly risen 
version. 

To determine the sensitivity of your 
own skin, and the intensity of the sun 
where you are, you might consult a man- 
ual such as the Bronztan Exposure Guide. 
In any case, the golden rule is: Go slowly. 

Keep in mind that, even when you're 
in the shade, the reflected sunlight may 
be half as strong as direct sunlight. And 
from weekend to weekend, you can easily 
lose a protective suntan—or did you 
know that suntanning is nature’s way of 
protecting the body? Here is what ac- 
tually happens to you in the sunshine 

the ultraviolet rays of the sun 
contain both tanning rays and burning 
rays. Tanning rays act to form a light 
protective surface coat of tan... and 


prevent excessive penetration of the 


burning rays. Burning rays are the dan- 
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filtered 


they 


gerous ones. Properly with an 


effective sunscreen, stimulate the 
inner skin layers to develop deep-down 
color. which in turn rises to the surface 
and deepens your protective tan. Un- 
filtered, they cause only trouble. 


The 


to get as much sun as possible during 


secret of a safe smooth tan is 
the first few days without burning. Your 
skin should have a pronounced pinkish 
color with no 


feeling of discomfort. 


Normally, a deep tan should be well 
established in five days. For those with 
fair skin. the tanning time may be a 
little longer. 

Most people can avoid sunburn—with 


proper precautions. But some people 
have so little pigmentation that they can 
never develop a protective tan. Others 
are allergic to solar radiation. These 
people should stay out of the sun. 
Lotions or creams that keep out the 
short rays of the sun (the ones that burn) 
but let in the long ones (the ones that 
tan) will prove a very worthwhile invest- 
ment. Not only does it pay off in the 
beauty field, but also in the business 
world. About 744 million work days are 
lost because of absenteeism due to sun- 
burn. 
To prevent dry skin, use a lotion that 
built-in After your 


sunbath, apply a soothing oil to smooth 


has a moisturizer. 
and soften the skin. 

To prevent those odd suntans caused 
by the cut of some high-fashion bathing 
suits, alternate yours with one that ex- 
poses any area covered up by the other. 

A bathing cap is essential to keep 
your hair protected from the water: it’s 
just as necessary to wear a head covering 
to protect your hair from the sun. 

If your nose tends to excessive redness 
or freckles galore, cover it with a nose 
shade. That will keep out all of the sun’s 
rays. 

(Another safety precaution: Your see- 
after 
being in sunlight. Remember this while 
driving home.) 


ing ability declines temporarily 


This summer, you might also try to 
gel both an eye-catching figure as well 
as an eye-catching tan at the beach. A 
few easy exercises will help do the trick. 
No, you to do handstands, 


don't have 
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somersaults or pirouettes. Some _ worth- 
while exercises can be done in a sitting 
or prone position—quite inconspicuously. 
Try these exercises before your dip. 
before lunch or before a walk on the 
shore. 
@ For the waistline—Sit straight. legs 


apart, and twist your torso to the right. 
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FLAT TUMMY FLEXIBILITY 
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ARMS AND CHEST 
drawings by SHULTON 
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Lean back on your right arm. Sit straight again, and touch © For flexibility—Sit straight, legs spread. Grab your 


right ankle in your right hand, pressing your right knee 
down with your left hand to keep it straight. Pull your body 
downward in eight short movements. Repeat on the left side. 

@ For a supple figure—Sit straight, with your knees bent 
on the sand, the soles of your feet touching. Grab your ankles 


your toes. Repeat this with your left arm. Start with ten 
swings and work up to 50. 

© For a flat midsection—Sit straight, with your knees 
bent and your hands at your sides. Drop your chin to your 
chest. Gradually roll back as far as you can without falling. 
Hold this position while you count five, slowly. From day to firmly. Using eight short bounces, pull your body down. Try 
day, lengthen the “hold” position and try to go further back. (Continued on page 45) 
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RANSCRIPTION 
CORNER 


Vacation time is almost here, we know—but you should 
still work hard until then! Don't let your mind wander 
from the office to that beach or foreign city you'll soon be 
visiting. Make sure vour letters are neatly and correctly 
tuped—not like ours below! See if you can find our 
errors; then turn to page 








Dear Mr. Lewis: tF 


We are happy to know that your 
Stay at our hotel last month was so 
satisfactory to you that you wish to 
make reservations for June lle-l35. 


However, we do not have any available 
accomadations for that day. Because 
Mayburn was selected to be this year's 
"Convention Town" for the National 


Engineers Society; many of the rooms 
in the various hotels were reserved 


het 
months! ago. 


After checking with the Howard 
house however we find that they do 
have a few rooms available. We 
took the liberty of making tentative 
reservations there for you. We 
should appreciate you letting us 
know whether or not this is satis- 
factory or unsatisfsctory to you 
so that we may confirm or cancell 
the reservetions. 


If you might be in our town at 
an other time, we hope you will sgain 
think of us. We shall be happy to 
have you here. 


Sincerely yours, 











— 


Dear Mr. Armstrong: @ 


We still have had no res-~ 
ponse to our two previous reauests 
for payment of your March account-- 
and we are puzzled. Never before 
have you been late with payment of 
an account. We do not want to jep- 
ardize our fine business relation- 
ship by having to cause any unpleas- 
entness about this here bill. 


We have aloud you more time 
already to pay this account than 
we usually extend to our customers. 
Therefore, unless we recieve some 
explanation within the next few 
days, we shall expect your check 
by June first. 


We feel sure you must agree 
with us that, under the circum- 
stances, we are not being uncon- 
siderate in this manner. . Thanks. 


Sincerely yours, 
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A TRUTH IN TIME--page 40 
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THE CAPITAL INVESTMENT--page 27 
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A 
ITETE-A-TETE (meaning): Literally, ‘‘head to head,’’ usual- 
ly applied to a private conversation. Here, the meaning 
is extended to refer to an intimate dinner. 


2MESMERIZED (meaning): Hypnotized. | 


3MUKLUKS (meaning): A type of sealskin boot (originally { 
worn by the Eskimos). | 


4HIGH-POWERED (spelling): Another example of a compound { 
adjective, hyphenated because it comes before the noun. 


SLOATH (meaning): Reluctant. ‘ 
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ARE YOU FAILING 


BOOST YOUR SHORTHAND SPEED AND GE 


























j Look What Users of 


Dictation Discs 
Say About Them! 















“These records ie 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 

MRS. R. L. HENDERSON 


Portiand, Maine a, LLL LLL tet. ttn 













Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 
MISS BETTY BURNS 
Route 1, Box 69 
Valdese, Ne. Car. 











Industry Use Dictation Discs 
In Their Training Programs 


Prudential Insurance Co. 
Western Electric 


Dic e from flaws @ i 
guaranteed A... aomte veven if you sit — 
guaranteed Wn sfied with them or your™ 
" . : You must be» 
fam a teacher of Gregg These Giants of American | You nded in full 














MESSAGE TO TEACHERS 
























General Electric 


With Dictation Dise records repetition is the 
Eastman Kodak 


fundamental key to speed. This is so because 
Tempo Aircraft every record we have is made up 75 per cent or 
National Carbon Co. more of the thousand commonest words—and 
International the thousand commonest words represent 75 
Correspondence Schools per cent or more of running English. Every 
Socony Mobil Oil Co. time your students play Dictation Dise records 
and had an excellent they are getting infinite repetition and addi- 
steno position within Federal Reserve Bank 


tional skill on 75 per cent of all the running 
two days.” i d . 
nel WETIEL Tennessee Valley Authority matter that will ever be dictated to them. Con- 
LaSalle Extension 


Dayton, Ohio sidering this you can well imagine the vast 
University speed gains that can be made through Dictation 
Central Railroad of Dises. Over 8,000 shorthand teachers have al. 
New Jersey ready displayed their interest in Dictation 

. PLUS MANY MORE Dises for their students. 


Dictation Dise Ca 6 


170 Broadway, New York 38, New York 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 





“I like to use records for my 
shorthand classes ...I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.”’ 

MRS. VIRGINIA RANKIN 

Twin Bridges, Mont. 




















TODAY'S SECRETARY 








TODAY'S 
SECRETARY 


TEACHER’S SECTION 


Contents: 





To The Teacher 

Analysis of Articles by Subject 
What’s Your Dictation Score 

What’s Your Correspondence Score 
What’s Your Bookkeeping Score 
What’s Your Human Relations Score 
For Student Discussion 

What’s Your Business English Score 
Special Photography Terms 


Dictation Transcript 
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10. Keeping a personal account for 


the employer 


To The Teacher— 

So, your students think they are 11. Doing bookkeeping 
ready to take their place in business 12. Filing 

The pages of the TEACHER’S SEC- 

TION contain & check-up on the typi- 

cal work that you can expect your 


and do a good job. 
seniors to be confronted with the first 


The twelve most common responsi- 


bilities of a secretary as listed in the 
week of work. 
Plan to use these materials the last 


article, “A Willingness to Grow,” are: 
days of the school year as another way 


1. Taking dictation 
of giving the students additional help 

















2. Transcribing 
3. Answering the telephone 
1. Working with people 
5. Handling mail so that they are truly ready to be 
6. Doing straight typing work successful in the business world. 
7. Doing reports 
8. Making appointments Joan Sivinski Handal 
9. Keeping records Editor, TEACHER’S SECTION 
$ ¢ 
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Capital Investment 
Crossword Puzzle 

Notes & Quotes e 
Photography Terms 


Product Points 


Secretarial Bookshelf 
The Files With “Instant Everything” 












































The Human Side 
The Pen Behind The Postcard 




















Transcription Corner 
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WHAT’S YOUR DICTATION SCORE? 





After reading ‘‘A Willingness to 
Grow” on page 14 
The students are to that 
they have secured a secretarial posi- 
tion in an employment office. 
Dictate at 80 words a minute the 
following memorandum. Then allow 
15 minutes for the students to tran- 
scribe the memo. The memo headings 
to be typed are: To: All Secretarial 
Employees: From: The Kentwright 
Employment Agency: Date: Current: 
Subject: A Willingness to Grow. 


assume 


Miss Secretary, take heart. What- 
ever your job—be it working for a 
plant superintendent, a_ real-estate’ 
broker or the president of a company 

you are not alone. You, and your 
sister secretary, share’ much in com- 
mon—the basics that all bosses expect 
you to handle. 

If you are seeking more responsi- 
bility® in order to augment your value 
to your boss, as well as the size of 
your job and pay check, you will be* 
interested in what other secretaries 
do. This will enable you to compare 
your duties with theirs. 

The common’ denominator is that 
the responsible secretary is willing to 


do any chore that will assist® her boss. 
A former secretary who is now an 
editor once said, “The woman who 
displays willingness’ to grow is soon 
recognized. As she masters each job 
given her, she becomes more assured, 
is more productive and* is much more 
in demand. She grasps the fact that 
‘personality’ never substitutes for a 
spirit of enthusiasm” on the job, hard 
work and a sincere desire to serve. 
Her basic code is expressed in the 
question: ‘What can*® I give to this 
job?’ not ‘What can I get?’ ” 

How does a secretary show that she 
is ready for more responsibility ?"’ 
One way is through her attitude to- 
ward her work. If she is punctual 
and settles down to business’* as soon 
as she arrives, she indicates her eager- 
ness to do a good day’s work. 

The secretary needs to’® 
her time. 


organize 
No one can take on more 
duties if she lags behind in her regu- 
lar work. A good way to’ organize 
is by keeping a production record of 
what is accomplished each day. Tally- 
ing the number of letters’® tran- 
scribed, papers filed, phone calls and 
visitors, etc., has this advantage: it 
gives the secretary’® an incentive to 
beat her record. (326) 


SCORING: Allow one point for: (1) when typing the heading information, all typing was aligned 
at the left of the column; (2) typing was started 7 spaces from the top of the paper; (3) body of 
memo was single spaced. Allow 7 points for a memo typed without error; 6 points for only one 
error; 5 points for 2 errors; 4 points for 8 errors. 





Superior Excellent 
10 9 





Fair 
8-7 6-5 
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WHAT’S YOUR CORRESPONDENCE SCORE? 





After reading ‘‘Do Your Files Have 
‘Instant Everything’?”’ on page 16 

Several examples of incoming corre- 
spondence are listed in this article. 
Using these examples as a basis, here 
are eight different business letters 
that employees are often asked to 
write for their employer. 

Dictate the following information 
for each letter. Then have the stu- 
dents compose answers for as many 
letters as they can in the class hour. 
Have the students complete the exer- 
cise as home work. 

Letter +1 

Acknowledge the letter from an 
important customer, Mr. Charles 
Amery, Amery Department Store, 
Columbus, Ohio, requesting a copy of 
the latest product catalog. The cata- 
log is temporarily out of print until 
the first week in July. 

Letter +2 

Acknowledge receiving a_ letter 
from Mr. Andrew Black about his 
new address, which is 635 Dogwood 
Avenue, Great Neck, New York. 
Assure Mr. Black that all records 
have been changed so that the next 
month’s issue of the magazine will be 
mailed to the new address. 

Letter +3 

Your employer, Mr. Frank Young, 
needs a hotel reservation for a single 
room with bath for the nights of June 
18 and 19 at the Conrad Hilton Hotel, 
Kansas City, Kansas. Mr. Young ex- 
pects to arrive in Kansas City late 


June 18. 
4-7 


Letter +4 

Write to Mr. George Robbins, 831 
Wilson Avenue, Nashville, Tennessee, 
acknowledging his request for an ap- 
pointment with your boss, Mr. Young 
for Tuesday, June 13, at 2:30 p.m. 
Letter +5 

Write a letter of regret to the Ro- 
tary Club. Mr. Young will not be 
able to talk to the service group be- 


cause he will be out of town that 
week, 
Letter +6 


Write to Miss Caroline Smithers, 
56 Willow Street, Wilmington, Dela- 
ware, cancelling her appointment 
with your employer Mr. 
Young will be out of town during the 
week of June 26. Suggest that Mr. 
Young would be able to see her the 
following Monday at 10:30 a.m. 
Letter +7 

Mr. letter 
requesting literature on the manu- 
facturing industry. Reply to the 
seventh grader, Miss Kathleen Schnei- 
1752 North Street, Atlanta, 
Georgia, that your firm does not print 
any such information. 


because 


Young has received a 


der. 


Suggest that 
she write to the American Manufac- 
turers Association, New York City. 
Letter +8 

Acknowledge the informal invita- 
tion for Mr. and Mrs. Young to at- 
tend the Businessmen’s Dinner on 
Thursday, June 15 at 6:30 p.m. Ad- 
dress the acceptance to Mr. Arthur 
West, 111 Summer Street, Stamford, 
Connecticut. 























WHAT’S YOUR CORRESPONDENCE SCORE? 





Suggested Solutions 
The eight solutions below contain 
the information necessary for each 
letter. They do not represent the only 
way each letter could have been 
answered. 
Solution for Letter +1 
Thank you for your recent letter. 
We are temporarily out of stock in 
our latest product catalog. However, 
the printer assures us that copies will 
be available the first week in July. 
You may be sure we shall send a 
copy to you at that time. 
Solution for Letter +2 
According to your recent request, 
our records have been changed to the 
following: 
Mr. Andrew Black 
635 Dogwood Avenue 
Great Neck, New York 
You can expect to receive the next 
month’s issue at this new address. 
Solution for Letter +3 
Please reserve for Mr. Frank Young 
a single room with bath for the nights 
of June 18 and 19. 


As Mr. Young 


& p.m., 


jlans to arrive after 
mark the reservation “late 
arrival.” 

Please mail a confirmation at once. 
Solution for Letter +4 

Mr. Young will be able to see you 
on Tuesday, June 13 at 2:30 p.m. 

He is looking forward to meeting 
and talking with you at that time. 


Solution for Letter +5 

Mr. Young appreciated receiving 
your letter requesting him to speak at 
your luncheon meeting. 

He regrets, however, that he is un- 
able to accept this opportunity to ad- 
dress your club, since he will be out 
of town during that week. 
Solution for Letter +6 

Mr. Young has requested me to 
write to you concerning his appoint- 
ment with you. 

Because he will be out of town dur- 
ing the entire week of June 26, he 
should like to change the appointment 
to the following Monday, July 3, 1961 
at 10:30 a.m. 

Please let me know as soon as possi- 
ble if this is agreeable with you. 
Solution for Letter +7 

We wish we could help you by 
sending the information you _ re- 
quested; but, unfortunately, our firm 
does not publish this type of litera- 
ture. 

We suggest that you write to the 
American Manufacturers Association, 
New York City, and request informa- 
tion about a specific industry. 

Best wishes for a successful report. 
Solution for Letter +8 

Mr. and Mrs. Frank Young accept 
with pleasure your invitation to at- 
tend the Businessmen’s Dinner on 
Thursday, June 15 at 6:30 p.m. 





Superior Excellent 


8 746 











Good Fair 
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WHAT’S YOUR BOOKKEEPING SCORE? 





1. Have the students assume they 
are employed in the accounting de- 
partment of the Perma-Sta Dyeing 
Factory. 

2. For their first have 
been asked to prepare a bank deposit 
slip for the following five checks. 

3. Then they are to record the 
checks in the Cash Receipts Journal. 
1. All goods were sold on net 10 days. 
If a company pays before the 10 days, 
it has the benefit of an anticipation 
of 6% per annum. If a company does 
not pay within the 10 days, interest 
earned is 6% per annum. Students 
should check to make certain all 
amounts are correct. 


job they 


Check +1 

From: American Textile Company; 
Invoice date: June 5; Amount: 
$1,123.58: Check date: June 15; 


Amount: $1,123.58. 


Check +2 
From: Howard Garment Industries; 
Invoice date: June 8, 1961: Amount: 


Amount: $10,003.02. 


Check +3 

From: Special Services, Inc.; Invoice 
date: $800.35; 
Check Amount: 
$800.35. 


Amount: 
June 15: 


June 5: 
date: 


Check +4 


From: R. C. Young & Co.; Invoice 
date: June 5; Amount: $200.08: 
Check date: June 15; Amount: 


$200.08. 


Check +5 
From: Forrest Manufacturing Co.; 
Invoice date: May 25; 
$17,500.25; Check 
Amount: $17,529.35. 


Amount: 


date: June 15; 


5. Below is the solution on a 
sample page of a Cash Receipts book. 
As a project for one of the office ma- 
chines students, have her duplicate a 
page similar to this 
bookkeeping student. 


one for each 


6. Use deposit slips secured from 





$10,008.02; Check date: June 15; your local bank. 
Superior Excellent Good Fair 
No errors 1-2 errors 3-4 errors 5-6 errors 
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WHAT’S YOUR HUMAN RELATIONS SCORE? 





After reading ‘‘The Human Side” 
on page 9 

This month’s article tells about the 
secretary who has a problem adjust- 
ing to her new employer. 

Even though it is about a person 
who has been employed for a long 
time, the solution is the same as for a 
young worker beginning her first job. 

Have the students read the article. 
Then give them 5 minutes to reread 
it, numbering each point that they 
feel is of value to them in their first 
jobs. 

The following statements should be 
numbered: 

1. Most women will have to adapt 
themselves to more than one boss dur- 
ing their careers. 

2. Whether she will be able to 
work successfully with the new man 
hinges on what she does and how she 
acts. 

3. Her attitude toward him is all- 
important. 

4. She should ask herself these 
questions: How long did it take be- 
fore we were working as a closely 
knit team? 

5. When was his confidence in me 
first evident ? 

6. What had I done than to war- 
rant his trust ? 


7. What did I do that pleased him 


8. Did I have to adapt myself to 
get along with him? 

9. How long did it take me to ad- 
just to his methods and quirks? 

10. By and 
flexible, a secretary can mold almost 
any man into a good boss. 

1l. The way that one instructs a 
successor will also affect his and her 


success. 


being co-operative 


12. Knowledge and experience are 
useful, but they are most valuable 
when shared. 

13. Florence’s loyalty to the com- 
pany should make her realize that 
whatever she does to help the new- 
comer is a contribution to its welfare. 

14. If harmony is her goal, she 
must avoid seeming to show off her 
store of information. 

15. The new boss has a hard jour- 
ney ahead, trying to assimilate un- 
familiar work in a short time. 

16. He needs to maintain his self- 
confidence in order to master the job. 

17. The adjustment period may be 
even more difficult for him than for 
the secretary. 

18. She can handle the routine and 
tactfully suggest ways to solve prob- 
lems. 

19. Her experience can be the shoe- 
horn that helps him fill his predeces- 
sor’s shoes. 





and made him willing to delegate re- 20. She can benefit from his 
sponsibility and authority? knowledge. 

Superior Excellent Good Fair 

20-19 18-16 15-13 12-10 
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FOR STUDENT DISCUSSION 





After reading ‘‘The Files With ‘In- 
stant Everything’ '’ on page 16 


It is easy to say, “Sure, the in- 
formation in this article sounds logi- 
cal. It will be a breeze doing this 
phase of secretarial work.” 

To make sure the students will make 
the right decisions when filing, have 
them assume that the following mail 
came today. 

1. Telegram regarding shipping in- 
structions for contract #5696. 

2. Memo from the general manager 
calling a special meeting of the heads 
of all departments next Thursday at 
10:30 a.m. 

3. Letter from C. O. Peabody & Co. 
The shipment of merchandise for con- 
tract #5606 has not arrived. 

1. Memo from the personnel de- 
partment requesting employer ev alua- 
tion of the 12 employees Mr. Baker 
has working for him. 

5. Letter from Keystone Mfg. Co., 
replying to Mr. Baker’s letter of last 
month on new sales possibilities. 

6. Memo from the tax director on 
new procedures to be followed for 
expense reports. 

7. Employee resignation notice from 
Miss M. Herzog dated June 10, 1961. 

8. Notice of car insurance premium 
due July 1. 

9. Sales 


Division. 


report of the Western 


Discuss in class the steps that the 
worker should follow when handling 
this mail. 


8-T 


1. Glance through and find any 
telegrams. In this case, there is one 
telegram. Open it, put a time stamp 
on it (the actual hour rather than 
just the day). Because the telegram 
contains information for shipping in- 
structions for a particular invoice, 
the worker should get the contract 
and any information pertaining to 
this contract. Everything should be 
clipped together before the telegram 
is given to Mr. Baker. 

When one is working for an em- 
ployer who must handle contracts and 
shipments, three files are usually es- 
tablished. One file consists of con- 
tracts not completed; another file 
consists of completed contracts; a 
third file consists of contracts com- 
pleted but not shipped. This “bill and 
hold” file as well as the “contracts to 
be completed” file should be located 
in a nearby, convenient place. Some 
workers place these tickler files in the 
bottom desk drawer. 

2. Open all the mail except letters 
marked “Personal.” Stamp the date 
of receipt of each piece of correspon- 
dence. 

3. Read all pieces of mail and check 
for (a) information in the files that 
should be attached to the letter, (b) 
the return address given on the letter, 
(c) all 
letter. 

4. Have the students tell specifical- 
ly what should be done for each of 
the pieces of correspondence received 


today. 


enclosures included in the 








FOR STUDENT DISCUSSION 





Correspondence +2 

Make note of the meeting on the 
secretary's calendar pad. When the 
worker is in the employer's office, she 
should record the time of the meet- 
ing on his calendar pad. 

Correspondence +3 

Pull out of the contracts file all in- 
formation about contract #5606. 

Correspondence +4 

Count to make certain there are 12 
evaluation blanks. Clip them to the 
memorandum. On _ the secretary's 
calendar pad, record on the day be- 
fore the evaluations are to be com- 
pleted, a reminder for Mr. Baker. 

Correspondence +5 

Take Mr. Baker’s letters out of the 
correspondence file and attach them 
to the reply. 

Correspondence +6 

Place a note in the file, Expense 
Reports, that a memo was received 
today. This is a check in case Mr. 
Baker forgets to return it to you for 
filing. Also place a cross reference 
note in the 
folder. 

Correspondence +7 

Because all employees are referred 
to by payroll number, the worker 
keeps a numeric card file of the em- 
ployees in Mr. Baker’s section. An 
alphabetic employee list serves as an 
index to this file. The worker marks 
“resigned, June 10, 1961” beside the 
employee’s name on the alphabetic 
list and removes his card from the 
numeric file. Then the 


company procedures 


notice is 


dropped in the suspense file behind 
the June 10 guide, the date she plans 
to summarize for Mr. Baker all em- 
ployment changes for a month. A no- 
tation behind the June 10 guide in the 
chronological card tickler file reminds 
her to do this. 

Correspondence +8 

Make note on the calendar pad or 
the chronological card tickler file of 
the payment due on July 1. 

Correspondence +9 

Place a note in the western division 
sales report folder that the report was 
received today and given to Mr. 


Baker. 


After reading ‘‘A Logical Job’’ on 
page 18. 


Here are some questions that you 
ask concerning this article: 

1. What is meant by “program- 
ming?” 

2. What are the qualifications for 
programmers ? 

3. What training is required? 

1. What type of tests are given to 
the prospective programmer? 

5. How does a programmer work 
with a programming machine? 

6. What are the various phases of 
work that each programmer must do 
with each project? 

7. What are the possibilities for 
advancement ? 

8. What are the starting salaries? 

9. What are some of the advan- 
tages and disadvantages of this type 
of work? 
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WHAT’S YOUR BUSINESS ENGLISH SCORE? 





Based on the Word Teasers given throughout the year. 


1. First and (for, fore, four) most, we need a new building. 

2. Mr. Walker has a dental appointment at (eleven a.mn., 

ll a.m.) Tuesday morning. 

(You're, your) sure, aren't you? 

(Then, than) I told her why I am encouraged. 

5. (Theirs, there's) every reason to believe that the goods 
are lost. 


6. By mistake, the letters were dated (June 8, June 8th) 
instead of June 9. 

7. It was a (for, fore, four) gone conclusion that the new 
design would be selected. 

8. We hope the treatments will have good (affects, effects). 

9. Neither this office nor the Schnectady office (are, is) 
equipped to handle this order. 

10. Mary (sure, surely) is a good secretary. 

ll. Only a few (passed, past) our Business English test. 

12. (Any how, anyhow) the play went on as though nothing had 
happened. 

13. It seems to be (no where, nowhere). 

14. (Every day, everyday) we get closer to the answer. 

15. The (past, passed) year's business has been on the decline. 

16. I cannot work because I have a badly infected right 
(for, fore, four) finger. 

17. We understand from your letter of April (l4th, 1961, or 
14, 1961, that further information is needed. 

18. He walked (past, passed) me without a greeting. 

19. (Maybe, may be) we shall be able to catch up with then. 

20. (Any one, anyone) of us could have been accused of the 
same thing. 


a ow 





Superior Excellent Good Fair 
20-19 18-17 16-14 13-10 




















To the Teacher: Duplicate a copy of this test for each of the seniors. Give them 15 minutes to 
select the correct answer for each question. Instruct them to circle the correct word. 
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SPECIAL INDUSTRY DICTATION 





Based on Photography Terms—page 37 


Before dictating the following specially-prepared letters, you 
will need to preview all italicized terms. Have the students write 
each word two times, spelling and pronouncing it as they write. 


Dear Mr. GoopMAN: 

We are glad that you sent us your 
questions about your new fast lens 
camera. The questions you’ asked 
about its angle of view and depth of 
field are not unusual for a novice. | 
have several* suggestions that should 
enable you to get better results with 
your camera. 

First of all, you should use an ex- 
posure” meter in order to obtain the 
correct light reading of your subject. 
Then set your fast lens camera, using* 
the rangefinder, for the correct speed 
and aperture according to the film’s 
exposure index. Next, you must” re- 
finger from the dia- 
phragm before you activate the shut- 
ter release on the camera. 


move your 


If you® wish to take close-up pic- 
tures of the eye of a fly, for example, 
I suggest that you attach with a bay- 
onet’ lock a plus 10 supplementary 
lens. Use an extremely fine grain 
black-and white-film for your pic- 
tures and also“ make sure that you 
correct for parallax. 

Should you have any other ques- 
tions, please feel free to write me 
again.” We want you to be entirely 
satisfied that you purchased a Marx 
Camera. 


YOURS TRULY, (197) 


DeaR Mr. RicHarps: 

I understand that you have re- 
cently purchased for your camera a 
telephoto zoom’ lens, which is excel- 
lent for taking long-distance pictures. 
Its depth of field is from seven feet to 
infinity.” 

In order to obtain better color 
transparencies of indoor functions, I 
suggest that you buy either Koret® 
Type F or Sanchrome color reversal 
film and use your strobe. 

Development of your film should 
be done in total* darkness. You 
should use first a high energy black- 
and-white developer that will cause 
the latent images® to emerge. Then, 
in order to halt development in the 
emulsion layers, use a water rinse 
and then a® shortstop acid bath. The 
intermediate steps were discussed in 
our earlier correspondence before | 
left’ for Europe. 

Finally, the fixing is completed by 
placing the film in a Aypo solution. 
Make sure that" you use the proper 
additive process for good color con- 
trast. 

If you follow the above sugges- 
tions, you should” get better color 
transparencies. Let me know if any- 
thing is not clear. 

CoRDIALLY yours, (196) 
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THE CAPITAL INVESTMENT 


by Margaret Halmy 


A PHYSICIAN had tried for some 
time, without any success, to get one 
of his patients, a high-powered in- 
dustrial’ executive, to take it easier. 
The man ran his business virtually 
singlehandedly, played* golf regu- 
larly, kept late hours and enjoyed 
excess food and drink. When his 
doctor told him he was going at a” 
pace that would tax a younger man, 
he simply laughed and said, “For- 
get it, Doc. Never felt better in my 
life.” 

“Jim,” said* the doctor one day, “I 
hear you bought a mighty nice piece 
of new equipment down at the plant.” 


“A power press,” replied’ the 
other enthusiastically. “A real 
honey.” 

“Expensive ?” 

“Cost us thirty thousand dollars 
and® it’s worth every penny of it. 
She'll earn her way, believe me. We 
have her running hard.” 

“How long would you say a’ ma- 
chine like that will last?” asked the 
doctor, casually 
stethoscope. 

“The way we take care of it,” re- 


toying with his 
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turned his patient, “she'll last a good 
four to six years. And even after 
that she'll do a lot of work, though 
we won't’ load her as much.” 


“Quite a capital investment,” 
murmured the doctor, “No wonder 
you take such good care of it.” 
“Wait a 


why all of a sudden 


The’® executive smiled. 
minute, Doc 
this big interest in my factory? 
We've bought"’ lots of machinery be- 
fore this.” 

“All right,” said the doctor, “T’ll 
tell you why. I’ve been figuring that 
youre a pretty’’ expensive piece of 
machinery yourself. Bones and such, 
you re not worth more than a couple 
of dollars to a’* medical student, but 
in terms of the money it took to raise 
and educate you, and what you've 
* together 
with what you're worth to the factory 


learned in your lifetime’ 


well, I'd bet you cost as much as 
your power press, or even’’ more.” 
Jim sighed. “I see.” 
“Seems to me,” continued the 
doctor. “you re showing bad, extrava- 
You’re’® 
literally running into the ground a 
piece of equipment that could be con- 
served and made to last years longer.” 


gant business judgment. 





wer 
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ae 


te" 
nered victim. 

“The fact is,” 
“you'll be through in about three to 


an angle,” agreed his cor- 
concluded the doctor, 


five’® years at the pace you're going. 
With sensible exercise and diet, you'd 
be good for ten to twenty more. It’s 


as'® simple as that.” 


Today this executive has learned 
to delegate responsibility and work 
to others.*” He’s loath to admit his 
business is operating well without his 
having to supervise every single*’ de- 
tail. But he works at a moderate 
pace, takes time out to vacation and 
catches the five-fifteen often enough” 
to lose at poker. He’s geared for 
long-time production! (450) 


A TRUTH IN TIME 


By Harriet Carison 


I FREELY ADMIT my two faults. 
Unfortunately, | fib. Not fabulous 
fibs—just little fabrications that‘ make 
my single, twenty-one-year-old, work- 
ing-girl life seem more exciting. I’m 
apt to make Sunday night supper 
sound’ like an expensive téte-a-téte 
with gypsy violins. | manage to make 
three dates a month sound like twice 
that number.* 

My other fault—I’m an absolute 
fanatic about sewing! I swoon in 
fabric departments, drool over* pat- 
tern books. During evenings spent 
alone in my apartment, I sew. 

When basting a peony pink print, 
| dream® of palm trees and patio 
While cutting out pale 
blue linen toreador pants, I think of 
trade winds” and Prince Philip-type 
masculine faces. 


romances. 


Perhaps it was because I’d been 
working on a sea-green chiffon dance 
dress’ the night before, but one day | 
was absolutely mesmerized by a sign 
I saw. It was in a travel* agency in 
the lobby of the Chicago skyseraper 
where I work. It said, “Have the 
Gayest Time of your Life*—13-day 
package cruises to the sunny Carib- 
bean.” My feet automatically pro- 
pelled me inside. 

“I’m’® interested in one of those 
gay, all-expense cruises,” | informed 
the Irish-looking salesman. I’m sure 
you've seen’ the type—a craggy 
face, all charm and blarney with a 
merry leprechaun look in the eyes. 
“Larry McGuire” the desk’’ sign 
said, and, by the looks of his tan, he 
must have just returned from one of 
those sunshine cruises. 


He was very polite’*® and in- 
formative. “I think you should know 
that cruises are greatly overrated— 
There was heavy'* em- 
phasis on the word “socially.” “To 
find mixed company in your age 
group, I'd recommend two weeks at 
one of'* the ski spots,” he added. 

[ don’t like my mind being read 
that closely. Furthermore, it in- 
furiates me when men*® 


socially.” 


think every 
single girl is on a husband hunt. 

“Oh, I need the rest. The social 
whirl is too much. I want to’’ escape 
all that.” The airy wave of my hand 
implied I was beseiged with adoring 
escorts. Or so I hoped. 

Skiing,’” he had said. That meant 
flannels, mukluks and ski pants. My 
do-it-yourself wardrobe wasn’t set for 
that. I collected the folders’® and left. 
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Later, I decided I must have an- 
other fault—fixations! A Caribbean 
cruise! Every”® time I looked at 
those full-color pictures of sunsets 
seen from the deck and palm trees on 
the beaches, I couldn’t get®’ the idea 
out of my mind. 


When I went back to ask about 
costs, Larry McGuire managed to tell 
me that most** cruise passengers were 
older couples or young ladies like my- 
self. Then he had the nerve to sug- 
gest my waiting a** while and going 
to a Colorado fishing camp in a good 
trout stream area! 

Now, I can’t make hip boots for** 
myself, and you can’t go dancing in 
a trout stream. He must have thought 
I was desperate. My cruise fixation 
heightened*® and I started a white 
linen sheath. 

On the day that I paid a deposit on 
my share of the sunny Caribbean,*° 
my travel agent announced he'd like 
to take his newest client to coffee. 
Over second cups and Danish,*’ he 
started again. 

“Actually, I get a much better com- 





mission if I do sell you a cruise—it’s 
one * of our package tours—but 
honestly, eligible young men on a 


cruise this time of year are very 
rare.” That only*® made me all the 
more determined. 


But I got what I deserved. 
When the S.S. Sunflower sailed into 
the Gulf*® of Mexico, there were four- 
teen young women aboard and enough 
older married couples to have the big- 
gest silver *' wedding anniversary 


celebration in creation. 
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It was an interesting experience. 
I** loved Haiti and deck tennis, but 
the fit of my cocktail cottons was 
totally wasted. My only male com- 
panions” were a Cuban who didn’t 
speak English and a very personable 
purser who had a wife and three chil- 
dren™ in Biloxi. 

The second morning back in the 
city, Larry stopped me as | entered 
the building. “How was* the trip?” 
he asked as he guided me into the 
coffee shop. “Good catching?” 

“Marvelous,” I gushed. “I’m a 
wreck. | thought®* a cruise would be 
restful.” I babbled on, giving the im- 
pression that three men vied for my 
attention the entire®’ time. 

Larry looked extremely interested 
but I glimpsed a trace of that lepre- 
chaun twinkle. It maddened me 
into” expanding the story. “One of 
them is in town right now and is go- 
ing to take me to lunch.” 

The only. person®® taking me to 
lunch (Dutch treat) was my brother, 
Hank, here on his monthly business 
trip from Milwaukee. 


The coffee*’ shop is packed by 
12:15. 1 don’t know how Larry Mce- 
Guire could have spotted us so quick- 
ly, but he did. He came** straight 
over and extended his hand to Hank. 

Mercifully, the waitress came by 
with menus and a bus boy clattered*? 
past. I was delighted to let introduc- 
tions get lost. 

“I hear the cruising was great,” 
said Larry. 

“Best sailing**® I ever had.” 

I couldn’t figure what my brother 
meant by that, except he does go sail- 




















: 
: 


* in the sum- 


ing on Lake Michigan* 
mer. 

“Hear you didn’t get much rest the 
last two weeks.” Larry gave me a 
penetrating look. 

“Life is hectic,*® but I can’t com- 
plain,” said Hank amiably. 

Miraculously, my brother's 
versation was more or less*® fitting in. 
So I let things go but felt as if I 
were being hemstitched right down 
the middle. 

“Very glad to have*’ met you.” 
Larry gave me a raised-eyebrow look 
and, with a little salute, he was gone. 


con- 


> 


Small fibs, like making one date** 
sound like two, are forgivable—I 
hope. But when you pass off your 
own brother as a shipboard romance! 
My conscience** gave me a very un- 
pleasant feeling. 

The next day, bolstered by a newly 
made red and white polka-dot blouse, 
[°° determined to admit my fibs. The 
way to overcome a fault is to correct 
it. 

I entered the travel 
and said it fast. “You were right 
about the cruise. I didn’t meet that 
man I had lunch with. That was my”* 
brother. The passenger list on the 
Sunflower read like a single woman’s 
‘Who’s Who’ and a married couple’s 
club.””** 
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agency boldly 


“I know,” he said. “And I’m 
glad.” 

“You knew?” 

“Sure. The ship’s purser comes 


into the bureau quite frequently. He 
gave me an” idea of the true picture.” 

The red dots on my blouse must 
have matched my face. 


“IT would have been sore if you 
had met®* some dashing blade.” The 
twinkle had never looked so kind and 
nice. He folded my two hands in his 
and made a date for®® dinner. 


As I turned to leave, he said 
briskly, “Hereafter, let your travel 
agent guide you.” And he thrust a 
bunch of*’ travel folders into my 
hand. 

What if I hadn’t confessed the 
truth? Those folders all said things 
like “Bermuda—the*™* Honeymoon Is- 
land,” “Mexico for Two,” “Hawaii— 
Fabulous Wedding Trip Spot.” 

I am through with fibs, but a lit- 
tle*’ thought keeps coming to my 
mind. One day—would I dare cut 
into some $10-a-yard bridal satin? 
(1199) 


I'VE GOT A SECRET 


by Roberta G. Paviu 
IF YOU WANT a certain piece of 


news to get around quickly, just 
whisper it and the whole world will 
know about it’ in a few days. Even 
the dullest bit of gossip sounds like 
the atom bomb if someone 
whispers it. 

On’* the other hand, if you don’t 
want something to be known, go 
about your business in a normal way 
and probably® no one will catch on. 
Why is this? Why does a whispered 
statement take on such importance ? 


secret 


One reason is that human‘ beings 
are curious by nature. From the time 
a child lights his first match to see 
what will happen until he is® past re- 
tirement age, he wants to know and 
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understand what is going on around 
him. Deny his curiosity’ this satis- 
faction and immediately he accepts 
the challenge and sets out to discover 
what’s up! 

If’ a woman happens to be a quiet 
person and does not like large gather- 
ings, her neighbors start wondering 
what® secret she is hiding. Perhaps 
she is not a good housekeeper, or 
maybe she is hiding a fortune in a” 
mattress. But should another woman 
move to the community and invite 
everyone over every’ week, they will 
soon lose their interest. 


Whispered conversation is also 
important because it means a per- 
son’* has been “let in” on something 
exclusive. We probably all remember 
when we were children and someone 
had a’ secret. We were willing to do 
almost anything to be in on it. And 
if the child who had the secret** con- 
fided in us and told us that he had 
discovered a new hiding place, we 
felt quite smug and above the rest 
of** the group. 

Adults, like children, love secrets. 
A secretary feels quite important 
when her boss confides in her and’® 
tells her that the firm is planning to 
open a new branch office. She is 
proud that she is trusted and in on 
something’® that few people in the 
organization know about. Children 
want to know secrets because it gives 
them a*’ feeling of importance; adults 
feel privileged and honored when 
trusted with something confidential. 


How the secret’® is kept is an- 
other mark of an adult. 
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The imma- 


ture person will break his neck to 
whisper it to someone’® else. The old, 
familiar “Don’t tell anyone else, but 
is one of his favorite expres- 
On the other*® hand, the ma- 
ture person will be content to know 
that another person has trusted him 
and will the** 


(421) 


sions. 


treasure confidence. 


JUNIOR OGA 


Strolling through fields of clover 
with his sweetheart, a man spied a 
bull rushing straight toward them. 
Quick as a flash, he beat’ a hasty 
retreat. 

“Why, Johnny, you were afraid,” 
she plaintively accused when they 
finally reached safety, “and you? said 
you would face death for me.” 

“I know I said that,” John replied, 
“but that bull wasn’t dead.” (55) 


SENIOR OGA 


You will Never Be Sorry For... 
Keeping fit. Being thrifty. Not yield- 
ing to temptation. Being cheerful 
and optimistic. Being hopeful and’ 
Having grit and deter- 
mination. Taking time to make good 
friends. Cultivating a love for the? 
beautiful. Being 


courageous. 


reliable and abso- 
lutely honest. Doing your duty cheer- 
fully and willingly. Taking® time for 
earned rest and recreation. Learning 
everything possible about your busi- 
ness. Doing to others* as you would 
have them do unto you. Establishing 
a good name and keeping your in- 
tegrity above® suspicion. Living up to 


your highest ideal, measuring up to 
your highest standard. (116) 

















SHORTHAND? 


PASSING GRADES—THROUGH RECORDS 


: 
Here is the quick, easy, modern way to develop 
shorthand speed and accuracy. 


BRIEF FORMS AND PHRASES 
AND SPECIAL VOCABULARY 






Dictation Discs provide the best home dictation 
practice you can have—inexpensive live dictation 
at home, by our staff of expert dictators. Snap your 
finger, or rather, flick the switch; and one of our 
teachers starts dictating to you at whatever speed 
you select. All the material he dictates is specially 
selected and precision timed, calculated to build 
speed quickly through planned repetition practice— 
developing rhythm, a smooth, flowing writing style, SHORTHAND Special Set No. 38 comprises 
and consequently speed. All this at your own con- DICTATION 31 different business letters con- 
venience. With records you're never limited. You 7 Ore taining 2,442 repetitions of the 
BRIEF FORMS and 572 repeti- 
tions of the PHRASES, dictated 
in speeds of 60, 70, 80 and 90 
WPM. Each of the four records 
contains every brief form. 
















12 minutes dictation 
on each 45 rpm record 


If your current speed range is 
70 words a minute or below then 
these two sets are a must for you. 




















choose your own speeds and keep writing just as long 
as your hand feels like moving, and each succeeding 
day you're writing faster and faster. 





Remember your shorthand is one of the most im- 
portant subjects you study in school. Your shorthand 4 minstes dictation 
aie ; ae : . on each 33'/, LP record 
speed determines your income and the job you will 
get and hold when you graduate. 











Special Set No. 39 contains 
more than 2,000 repetitions of 
the 500 COMMONEST WORDS 
dictated into 31 different letters, 
also in speeds of 60, 70, 80, and 
90 WPM. 


It is so easy to qualify for a better job this effort- 
less, modern way. You listen to a business executive 
dictating real business letters. Almost before you 
know it, you will increase your shorthand speed. 
Thousands of stenographers have moved up to higher- 
paying jobs thanks to Dictation Discs. You can, too. 
Dictation Discs must do everything we say they will 
or you may return them for full refund. Mail the 
coupon below today. 











ASK YOUR TEACHER ABOUT 
DICTATION DISC RECORDS. 







10 minutes dictetion 
on each 78 rpm record 
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45 RPM SETS — $5.75 EA. (ANY TWO SETS — $9.95) MAIL THIS COUPON TODAY 

. Each Set Contains 4 Records : 

1 1 

1 © Set No. 38 Brief form [ Set No. 47 Office Style C/)... oD CS ' 

; ~~ and phrase letters 60, 70, 80, 90 ~ Dictation untimed Di lation LOC Onpanry : 

1! () Set No. 380 Brief form ™ Set No. 49 Court Reporting | 130 to 180 170 Broadway, Dept. TS-6 2a s~ ‘ 

| __ and phrase letters 100, 110,120,130 [© Set No. 50 Legal 80 to 120 New York 38, New York SS ; 

1 [) Set No. 39 the 500 commonest [}] Set No. 51 Medical 80 to 120 —— re : 

words in letters 60, 70, 80,90 ) Set No. 52 Progressive 50 to 160 horsey i -" sets | = ' 

1 7 Set No. 390 the $00 commonest enciose check in the amount o ' 

| Words in letters 100,110,120,130  __ COMPLETE COURSES OW 46 satel . plus 25c for postage and handling. | must 

! > Set No. 40 Letters 40, 45,50,55,60 © Coursel — _40 to 100 wpm — $27.50 be delighted, and gain speed, or may re- 1 

. = pe (includes Sets 38, 39, 40, 400, 041, 042) . ‘ 

1 () Set No. 400 Letters §0,60,70 _ ; = : ~ ae a turn records in 10 days for full refund. ; 

' } Set No. 041 Letters 60, 70, 80 () Somme a : 2 * . : r a ' 

. oe ae pitting (includes Sets 380, 390, 410, 420, 043, : 

i } Set No. 410 Letters 70, 80, 90 044) Each set contains four 45 rpm records, ' 

Set No. 042 Letters 80, 90,100 4 Both Courses Complete (1 and I1)—$50 approximately 31 different business let- : 

: } Set No. 420 Letters 90, 100, 110 ia ters, 48 minutes of dictation. All sets con- 14 

1 (£) Set No. 043 Letters 100, 110, 120 78 oe 1 708 — $5.25 tain different material. Order several sets : 

- 7] Set No. 044 Letters 110, 120, 130 (3 records per set) and gain speed faster. ' 

! [) Set No. 430 Letters 120,130,140 ( Setél 60 to 90 wpm : 

: [} Set No. 440 Letters 130, 140, 150 0) 0 ~ a Hes is ; | 
: [} Set No. 450 5-minute letters 60 to 100 [j Set 6 110 to 150 wpm NAME ' 
1 (£) Set No. 460 5-minute letters . 100 to 140 33¥3 LP — $8.75 : | 
' (© Set No. 45 Brief form (2 records per set) ADDRESS ' 
: and phrase list 40, 50, 60, 70,80,90 [jy Set71 60 to 100 wpm ; 

s (J Set No. 46 Regents Tests 80 [) Set 72 90 to 130 wpm city ZONE STATE : 

SO SDSS HSS SS SSSSSOSSSSSTENNSNSOOSHSSCSOSHOHOSHOESSESSHSOSBWSEOOOHOSEOOOOSSEOOOOOOCRS : 


196] 





Results of the 


4Si 


ANNUAL 


OGA 


CONTEST 


By Florence Elaine Ulrich 


Director,Gregg Awards Department 





Congratulations to all the winners! 
Superb notes written by teachers. 
students and secretaries testify to 
many hours of practice lor a cood 
stvle of shorthand. The benefits of 
that practice should be felt in sev- 
eral areas of shorthand training and 
transcription skill development. 

May we take this opportunity to 
thank all of you who entered the 
contest for the professional interest 
that prompted you to participate. 
Your fine co-operation has helped 
immeasurably to make these contests 
an outstanding success each year. 

We hope that your interest and 
sood work will continue for many 
more years, and that you will win 
other laurels to add to those already 


won. Again, we congratulate you! 
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STUDENT DIVISION 





Yildiz Mertel 
1ST PLACE 





Gail Rrockafellow 


2ND PLACE TIE 





Amphol 
Ratanasnguanyongs 


2ND PLACE TIE 





Lim Peng Chik 
3RD PLACE TIE 
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Bernice Nawrocki 


3RD PLACE TIE 


GRAND PRIZE/Assumption Commercial College/ Bangkok, Thailand 





TEACHER DIVISION 





Huguette : Rollande Cote Amy Fujii 
vpenpengadeegaas 2ND PLACE 3RD PLACE 
1ST PLACE 


STENOGRAPHER DIVISION 





Carol A. Oblak 
2ND PLACE 


Ann Runion 


3RD PLACE 


Beverly Bernhard 
1ST PLACE 


INDIVIDUAL AWARDS 


GRAND PRIZE 


Silver Loving Cup 
Yasin S. M. Moothu, Assumption Commercial College, Bangkok, Thaila 


STUDENT DIVISION 
TOP PLACES 


First Piace—Silver Loving Cup—Yildiz Mertel, Amerikan Lisan ve 
San’at Dersanesi, Cihangir, Istanbul, Turkey 


Seconp PLace Tie—Second-Place Wall Plaque—Gail Rockafellow, Ce 


tral High School, Flint, Michigan 
Amphol Ratanasnguanvongs, Assumption Commercial ¢ llege, Bar 
kok, Thailand 

Tuirp PLAc! Lit Third-Place Wall Plaque Lim Per Chik, St. Mi 


chael’s Institute, Ipoh, Perak 
Jernice Nawrocki, Mount Nazareth Academy, Pittsburgh, Pennsy 


Vania 


NEXT TEN PLACES 


OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 
Judith Weber, Orange Coast College, Costa Mesa, Calitornia 
Karen Lee Harrison, High School, Shinnston, West Virginia (tied witl 
Anita Louise Tedeschi, Catholic High School, Altoona, Pennsylvania 
Purrette Daniel, Stenographic Class, Charlestown, Nevis, West Indies 
Christine Okamoto, Kaimuki High School, Honolulu, Hawaii (tied with 
Yung Huang Sae Lao, Assumption Commercial College, Bangkok, Thai 
land 
barbara Lee, Itazuke High School, A.P.O. 929, Itazuke, Japan 
Elaine Bordeleau, St. Joseph High School, Lowell, Massachusetts 
Lyla Beach, Our Lady of Perpetual Help Commercial School, Hanna, 
Alberta, Canada 
Carol Combs, St. Gregory High School, Chicago, Illinois 
Irene Canal, St. Mary’s Academy, Colon, Republic of Panama 
Nadra Mohamed Hamood, Convent School, Ciater-Aden, Arabia 
tied with 
Romeo David, High School, Christiansted, Virgin Islands 





GRAND PRIZE 





Yasin S$. M. Moothu 


TEACHER DIVISION 
TOP PLACES 


Finst Prace—Silver Loving Cup—Huguette Bedard-Poulin, Driscoll Col- 
lege, Quebec, P.Q., Canada 


( 
Seconp PLace—Second-Place Wall Plaque—Rollande Cote, Driscoll Col- 
lege, Quebec, P.Q., ¢ i 


anada 
Puinp PLace—Third-Place Wall Plague—Amy Fujii, Kaimuki High School, 
Honolulu, Hawai 


NEXT TEN PLACES 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 
Wilma Weston, High School, Montclair, California 
John V. Turner, North Carolina College, Durham, North Carolina 
Sr. Mary Luella, Lourdes High School, Chicago 29, Illinois 
Eva S. Archunde, Draughon’s Business College, Albuquerque, New Mexico 
William Millar, Nunholm Farm, Dumfries, Scotland 
Rev. Br. Benignus, St. Anthony’s School, Teluk Anson, Malaya 
Sr. Miriam, Central Catholic High School, Lima, Ohio 
Georgette Beaupre, Driscoll College, Quebec, P.Q., Canada. 
Sr. M. Jean Robert, St. Thomas Aquinas College, Ottawa, Ont., Canada 


Claudette Langlois, Driscoll College, Quebec, P.Q., Canada (tied with 
Haim Bar-Kama, Ulpan Gregg, Tel Aviv, Israel 


STENOGRAPHER DIVISION 
TOP PLACES 
Finst Prace—Silcer Loving Cup—Beverly Bernhard, 444 South Harvard 
Blyvd., Los Angeles 5, California 


Seconp PLace—Second-Place Wall Plaque—Carol A. Oblak, 12727 Car- 
rington Avenue, Cleveland 35, Ohio 


Pump Prace—Third I ¢ Wall Plague—Ann Runion, Armed Forces Ex- 
perimental Training Activity, Camp Peary, Williamsburg, Virginia 


NEXT TEN PLACES 


OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Donald C. Smith, General Motors Corp., Fisher Body Div., Mansfield 
Plant, Mansfield, Ohio 


Mrs. Rosina Yau, 69 Hill Road, Hong Kong, China 


Marie K. Engleton, Pacific Indemnity Company, 3450 Wilshire Blvd., Los 
Angeles 54, Calif 


Mrs. Myrle Enterkine, 2413 Lemhi, Boise daho 
Evelyn Laurette Smith, 1412 Poinsettia Avenue, Manhattan Beach, Cali 


fornia 
Ruth W Feldmat Spiotta Bros., 449 Central Avenue Newark, New 
Jersey 


Marv Ann Zawada, 3527 Junction Avenue, Detroit 10, Michigan 

Patricia Edris Pigott, High Street, St. John’s, Antigua, West Indies 

Rosella M. Wolf, 168 12th Street, N.E., Salem, Oregon 

Petronia V. Tria, Dept { Ayriculture and Natural Resources, Quezé 
City, Philippines 

4 i M. Gillis, New 1} 
Massachusetts 


d Materials Laboratory, Inc., Medford 55, 


FIRST PLACE /international Division / Driscoll College, Quebec, P. Q., Canada 
























FIRST PLACE/Collegiate Division 
Oregon State College, Corvallis, Oregon 


SECOND PLACE/Public High School Division/ 
High School, Stoughton, Wisconsin 





SECOND PLACE/Collegiate Division/ 


East Carolina College, Greenville, North Carolina 


Sons 





SECOND PLACE/Parochial School Division / 
$*. Mary Cathedral High School, Lansing, Michigan 

















THIRD PLACE/Collegiate Division/ 


State College, Bloomsburg, Pennsylvan 





SCHOOL DIVISION WINNERS 


GRAND PRIZE 


Silver Loving Cup fo the School and a $100 U.S. Savings 
Bond to the Teachers 
Assumption Commercial College, Bangkok, Thailand; Brothers Bern- 
ard and Nicholas and Sanan Chomphaisal, Vichitr Sukhthavorn, 
S. M. Yasin and Prayoon Charoenphol, teachers 


DIVISIONAL PRIZES 
TOP PLACES 


®irst-Prize Trophy Cup to the School, and a $25 U.S. Savings 
Bond to the Teacher or Group of Teachers 

Pusiic Hicu Scuoor Division: Kaimuki High School, Honolulu, Hawaii; 
Amy Fujii, teacher 

PAROCHIAL SCHOOL Division: Saint Joseph High School for Girls, Lowell, 
Massachusetts; Sister Saint-Matthieu, teacher 

CoLLeGiIATE Division: Oregon State College, Corvallis, Oregon; Mrs. 
Hilda M. Jones, Louise J. Orner and Lloyd Q. Larse, teachers 

INTERNATIONAL Divison: Driscoll College, Quebec, P.Q., Canada; Dr. 
Alma Driscoll, Mrs. Huguette B. Poulin, Georgette Beaupre, Rollande 
Coté, Claudette Langlois and Denise Rondeau, teachers 


Second-Prize Wall Plaque to the School, and a personal prize, ‘The 
Social Secretary,” embossed in gold, to the teacher or teachers 

Pustic High Scnoot Division: High School, Stoughton, Wisconsin; 
Mabel A. Anderson and Margaret Pike, teachers 

PAROCHIAL ScHoon Division: St. Mary Cathedral High School, Lansing, 
Michigan; Sr. Alice Jerome, teacher 

CoLLeGciATE Division: East Carolina College, Greenville, North Carolina; 
Audrey V. Dempsey, Lena C. Ellis and James L. White, teachers 

INTERNATIONAL Division: Saint Anne Academy, Montreal, Quebec, Can- 
ada; Sisters Mary Madeleine du Calvaire, Lucien Marie, Mary 
Monique du Rosaire, Mary Rose Paulina, Mary Therese de la Provi- 
dence, Gerard Marie and Mary Rosaline, teachers 


Third-Prize Wall Plaque to the School and OGA Charm Bracelet 
or Esterbrook Fountain Pen Desk Set to the Teacher or Teachers 
Pusxiic Hicu Scuoor Division: High School, Shinnston, West Virginia; 
rs. Velma Love, teacher 
ParnocuiAL ScHooLt Division: Bishop Guilfoyle High School, Altoona, 
Pennsylvania; Sisters M. Germaine and M. Lois, teachers 
Co.L.LeciAte Drvision: State College, Bloomsburg, Pennsylvania; Walter 
S. Rygiel, teacher 
INTERNATIONAL Division: St. Mary’s Academy, Colon, Republic of Pan- 
ama; Sr. M. Stanislaus, teacher 
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SECOND PLACE/Internaiional Division /Saint Anne Academy, Montreal, Quebec, Canada 


THIRD PLACE/Parochial School Division /Bishop Guilfoyle High School, Altoona, Pennsylvania 





}, 2.0 
Wag 


ret 4 


PRIZE SCHOOL PLAQUES 


NEXT FIVE PLACES 


I 


Plaque to the School, and an OGA Charm Bracelet or Esterbrook 
Fountain Pen Desk Set to the Teacher or Teachers 


BLic Hicu Scnoor Division: High School, Marysville, Kansas; Irene 


Creacer, teacher 


Wallace Rider Farrington High School, Honolulu, Hawaii; Mrs 

Setsu Takashige, Mrs. Florence Furuno and Lillian Sakane, teachers 

Penn Hills High School, Pittsburgh, Pennsylvania: Mrs. Kathrvi 

Cunard, Harold Peebles and Mrs. Helen Saunders, teachers 

High School, Somersworth, New Hampshire; Martha A. Letebvr 

and Frank Perkins, teachers 

Fownship High School, Streator, IHinois; Clare M. Louis, teacher 
sROCHIAL SCHOOL Diviston: Assumption High School, Davenport, low: 

Sisters Marvy St. Monica and M. Helen Regine, teachers 

St. Alphonsus Commercial High School, Chicago, Illinois; Sister 


Mary Cunigundis, teacher 

Immaculata Academy Hamburg, New York; Sr. M. Prudence 
teacher 

Central Catholic High School, Billings, Montana; Sisters Mar 
Judith and Ann Jeannette, teachers 

Samt Louis Academy, Lowell, Massachusetts; Sr. Antoine-de-] 
Assomption, teacher 


(tied with 


Lourdes High School, Chicago, Illinois; Sr. Mary Luella, teacher 


Division: I College of Technology, Beaumont, 


Shirley Thor 


LEGIATE 
Texas; 


State 
teacher 


imal: 


npson, 


North Carolina College at Durham, Durham, North Carolina; John 
V. Turner, teacher 
Draughon’s Business College, Albuquerque, New Mexico; Mrs. Eva 


S. Archunde, teacher 


Orange Coast Colleve, Costa Mesa, California; Alice | Kasp 


rian, 
teacher 

College of Business 
Cass, teacher 


Huntington, West Virg 


NATIONAL Division: Our Lady of the Sacred Heart Convent 
Ottawa, Ont., Canada; Sr. Gerard de Marie, teacher 
St. Thomas Aquinas College, Ottawa, Ont., Canada; Sr. M. Jean 
Robert, teacher 
Saint Anne Academy, Rawdon, Montcalm, Quebec, (¢ anada; Sisters 
1. Bernard of Sienna and M. Laure Therese, teachers 
Angela Academy, Montreal, Quebec, Canada; Sr. Mary Ernestine, 
her 
Mary’s Academy, Windsor, Ont.. Canada; Sr. Eulalie of Rome 
her 
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competent typist lest 


THIS COPY SHOULD BE DOUBLE SPACED ) 

There is romance in bridges. Con- 
sider the big ones made of steel that 
span the mighty rivers of our nation, 
the average-sized ones that make it 
possible for man to cross the small 
rivers that are numerous in many 
states and the little wooden bridges 
still found on many back roads where 
lack of motor traffic has left them vir- 
tually unchanged. We still have, and 
shall never forget, the little foot- 
bridge that spans the fascinating 
streams of water that flow through 
the farm pastures and meadows. 

All these bridges are so often taken 
for granted instead of appreciated. 
When you stop to think of it, some en- 
gineering was necessary for each one 
of them—even for the small one that 
crosses the stream where the cattle 
drink every day and where little boys 
play hooky from school with a fishing 
pole, a line and some appetizing bait. 

The view from a little footbridge is 
probably the most charming of all. 
There are the rolling hills, the distant 
blue of the sky or the green of the 
meadow. As one stands on this bridge 
out in the quiet of the country, he can 
hear many sounds that are never heard 
by the city dweller—the chirping of 
the crickets, the croaking of the bull- 
frog, the singing of the wood thrush— 
each one calling man to contemplate 
the beauty and mystery of life. The 
little footbridge usually remains in 
the memory if one has learned to love 
it in his younger days when living was 
easy and carefree. 

There is a special feature of the 
country bridge that is now disappear- 
ing and that is the turnout on the 
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To compute speed, note the number indicated at the end of the last line 


vou copied comple telu and add 1 for each additional 5 strokes type d. To 
get the 


gross speed, divide total bu number of minutes; or, to gee net 


act 10 for each 


speed, subtr 
More than five 


error before dividing by number of minutes 


errors disqualifies a Competent Tupist Test for an award 


WORDS 
roadway beside it. If the stream wasa_ 314 


small one, the turnout permitted aper- 320 
son to drive his horse through the ford 330 
and up the opposite bank to the road — 337 
again. In this way, it was possible to 345 
water the horse without getting out 353 
of the vehicle. 356 

Driving a carriage or wagon intothe 363 
stream was probably not too easy on _ 371 
its wheels, but it did give the horses 378 
an opportunity to getaneededdrinkof 386 
water. They drank noisily from the 3% 
flowing stream and enjoyed doing so. 401 
And what boy fishing nearby would 40s 
not drop his fishing pole and walk 415 
closer to the horse? True, he had often 423 
seen horses drink from the middle of 431 
a stream as the driver let his reins 438 
dangle, but it was always interesting 446 
to see it once again. 450 

Those drinking pools were usually 457 
close to a bridge and always made 46:4 
wonderful wading pools. However,the 471 
nearness to the road worked a hard- 47s 
ship on the improperly dressed swim- 485 
mer, but he usually managed to dive 492 
under the water when a carriage came 500 
by. 501 

All people love to share the calm 5% 
and peace that a country bridge 514 
brings. This kind of bridge may be © 521 
found on the little public road that is 529 
not traveled much or it may be at the © 537 
crossing of the meadow brook. To lin- 544 
ger on it for just a little while some- 552 
how gives one a sense of restfulness. 560 
It seems to transmit a certain feeling 567 
of peace, good will and quiet happi- 574 
ness. What other scene can make one _ 582 
aware of the beauty of the world 588 
and the serenity of the day? 594 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
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ON IDEAS 


I didn’t know that submitting ideas is important not only 
to me but also to my boss. 

\fter submitting one idea after another and having all 
of them rejected, you can’t help feeling rather discouraged. 
You offer just one more in the hope that this may have merit. 

This is just the way an executive secretary felt when sub- 
mitting a rather simple idea about revising an exhibit that 
is open to public inspection. His idea was accepted, and he 
was asked to elaborate on it before the entire advertising de- 
partment. As a result, the old stand-by exhibit was revamped. 

No matter how small or insignificant an idea may be, if it 
is constructive, it may have value. And if it has, that idea 


may be a great boon to the company and to you—financially. 
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To qualify for the Senior OAT Award. 
submit a corrected copy of the 

report that appears here. Be sure 

to make all the corrections 

indicated and to align the columns 


of figures. 


. ; ; ‘ 
Practice the material as many times 
as you wish and then send us your 


best copy. 
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Photography 


eberration — Errors in the performance of a lens that cause 
defects in photos by distortion of light rays. 


abrasions - Streaks oc« urring on emulsion surfaces. 


accelerator — Any substance that increases the activity 
of a developing agent. 


achromatic lens — A lens that partially corrects chromatic 
aberration and brings red and green light rays to the 
plane focus. 
actinic — Light that is capable of producing a photochemi- 
cal change in a sensitive emulsion. 


additive process — A process in color photography by which 
visible colors are obtained by mixing or adding colors. 

Adurol - A form of c, which is used as a deve- 
loping agent. 

affinity — The readines witl hich substances react with 
one another. 


air bells — Smal! attach to the surfaces 





of an emulsion and leave a small area unaffected by the 
solution. 


anastigmat — A lens that has been Corrected for astigmatisn 





and focuses all lines with equal brightness. 





angle of view — The subject area seen by a lens in all 
directions. 


angstrom unit — A unit of length equal to one ten-thou- 
sandth of a micron. Used as a method of expressing length 
of light rays. 

antihalation backing — A gelatin coating, containing a dye 

or pigment, that is placed on the back of a film for the 

purpose of absorbing light rays, thus preventing the re- 

flection from the back surface of the film base. 


operture — A small opening in a camera in the forn 
aris. 


of an 


apochromatic — Refers to lenses that are corrected for 


chromatic aberration. 
borrel 


distortion — The barrel-shaped image of 


phragm is placed in front 


a square 





object obtained when the « 


of a simple convex lens. 


baryte — A treated emulsion of barium sulfate used in the 
manufacture of photographic paper that coats the paper 

stock before the light-sensitive emulsion is coated. 

bayonet lock -— A means of quickly attaching or removing 
a supplementary lens from a camera. 


blowup — A colloquial term for enlargement. 


bounce light — The method of using walls and ceiling to 
reflect artificial light. 


brightness range — The 
mum to minimum. 


variation in intensity from maxi- 


camera obscura — A darkened room in which an image is 
formed on one wall by light entering a small hole in the 
opposite wall. 


carbonates — Alkaline salts used as an accelerator in a 
developer. 


cassette — A 


Cameras. 


film cartridge usually used with miniature 


catch lights — The small reflections of a light source found 
in the eyes of a portrait subject. 

circle of confusion — The disk, of measurable diameter, by 
which a point in the object is represented in the image 
formed by a lens. 
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clumping — Refers to the effective increase in grain size 
in the emulsion due to the partial overlapping of grains 
of silver. 


color temperature — The temperature at which comparative 
color changes occur when a black body (iron) is heated. 
Reddish tones equal a low number; bluish tones indicate 
a higher number. 


coma — A lens aberration in which a coma, or pear-shaped 
object, is formed by oblique rays from an object point 
removed from the principal axis of the lens. 


complementary colors — Colors that 
when they are combined. 


produce white light 


condenser — A lens used to collect rays of light. 


contact print — A print made by placing a sensitized emul- 
sion in direct contact with a negative and passing light 
through the negative. 


convertible lens — A lens containing two or more elements 


that can be used individually or in a combination. 


curtain aperture — The slit in a focal plane shutter that 
permits the light to reach the film. 
daguerreotype — An early 


variety 


of photograph produced 
ona silver plate or a copper plate covered with silver. 


densitometer — A device t! 





measures the density < 


& 


negative. 


depth of field — An object of satisfactory image sharpness 


depth of focus — An allowable error in lens-to-film distance. 


developer —- A solution used to make 


image in an exposed emulsion. 


visible the latent 


diaphragm — A device that limits the aperture of a lens. 
diffusion — The scattering of light rays 


upon reflection 
from a rough surface. 


distortion — Defects in the photographic image. 


dodging — The process of holding back light from certair 


i 


areas of sensitized paper. 


double exposure — The recording of tw 
single 


separate images 


on a piece of sensitized material, i.e., film. 


dry mounting — A method of cementing a print to a mount. 


embossing — The process by which the central portion of 
a print or mount is depressed. 
emulsion — The sensitive coating in 


films, generally a 


gelatin or resin carrier of sensitized silver particles. 


exhaustion — Said of any solution that is 


photographic 
no longer active. 


exposure index — A number depicting the degree of light 
sensitivity of a film. 

exposure meter — An instrument for measuring light inten- 
sity. 


fast lens — A lens with a large aperture; {/3.5 and f/2 are 
considered fast lenses. 


featheredge — The edge of a print that has been treated 
with sandpaper. 


ferrotype plates — Sheets of thin-enameled or chromium- 


plated iron containing a high gloss of print. Also called 
tintype. 


filter factor — The number by which the correct exposure 
without the filter must be multiplied to obtain the same 
effective exposure with the filter. 
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focus -— A standard camera distance-scale setting 
ana rf t produces great depth of f 
eSSeE é curate focus 
- The proce f removing undeveloped silver halide 
tn T 4 ex ative 
flare - A expression denoting lack of contrast in a print. 
flatness of field — The quality of lens that affects the sharp- 
ness { mage 
foral-plane shutter -— A form of camera snutter, used chiefly 
work, in which a slit (as wide as the 





is passed directly in front of the plate. 





length of exposure to each part of the 











es an equa 
plate 
focusing scale — A graduated scale for different distances 
that permits focusing without the aid of a focusing screen. 
foot candle — The intensity of light falling on a surface 
everywhere one foot dist a uniform point source of 
le candie power 
frilling — The detachment of the emulsion from the support 
around the edges 
gos bells — Bubbles forcing the emulsion from the support, 


Caused by strong chemical 





in minute 





1ioles in the 


gradation - The range of tones from the brightest high- 
light to shadows 
grain — The effect produced when silver grains of a deve- 


visible 


loped negative become 


halotion - A blurred effect. 


halftones - All gradation between highlights and shadows. 
hydrometer — An 
chemicals. 


instrument used in mixing photographic 


hydroquinone-A reducing agent that is widely used in 


compounding developers for photographic materials. 


hyperfocal distance — The nearest point on which a par- 


ticular lens can be focused. 


hyperpanchromatic — Used to designate film that has high 
red sensitivity. 


hypo — An abbreviation for the compound sodium hyposul- 
phite, used as a fixing agent. 


imbibition — The process of color dye transfer. 
infrared — The invisible rays 


of light below the visible red. 


intensification — The building up of the density 
graphic image by 


of a photo- 
chemical means. 


which states that 
illumination’s intensity varies inversely with the square 
of the distance from a point of source of light. 


inverse square law - A physical law 


keeper — An acid chemical added to developers. 


latent image — The invisible image recorded by light action 
upon the film. 

line screen — A finely lined glass screen used in photo- 

mechanical reproduction to produce a halftone negative. 

It is often referred to as a halftone screen. 


macrophotography — Photographic production of an enlarged 
image directly on the negative. 


matte surface — A rough surface on the contact or enlarging 
paper. 


Metol — A trade-mark applied to a whitish soluble powder 
used as a photographic developer. 


microfilm — The reproduction of regular size books andnews- 
apers on 35mm film. 





mottled — Irregular spots on negatives or prints. 


opaque — An object incapable of transmitting light. 


Opaque projector — A device that can project a picture from 
an opaque surface by means of mirrors. 


C.-f 
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orthochromatic — Of, pertaining to or producing tone values 
(of light in a black and white photograph, 


corresponding to the various colored tones of nature. Also, 


and shade 


a film that is sensitive to green but not to red. 


orthonon — Refers to a film whose color sensitivity in- 


cludes ultraviolet and blue. 


panchromatic — Film that is sensitive to all colors. 

porallax — The viewpoint difference of the camera le 
and the viewfinder. 

peak-of-flash — The duration and brightness portion of the 








flashglow on a flash lamp. 


photomicrography — The use of a microscope in conjunc- 


tion with a camera 


photosensitive — Used to describe substances whose che 


cal composition is altered by the action of light 
planar — A single lens 


polarized light — Light that vibrates in one manner 
only 





in circles, only in straight lines, etc. 


that 
rate, thus producing no change in con- 


reducer — A_ solution reduces the sha- 


the same 


proportional 
dows at 


trast. 
rangefinder — A distance-measuring device. 


refraction — The bending of light rays when passing fron 


to another. 


one density 


The ratio of the of light in one 


speed in a 


index — 
the 


refractive spee 


d 
medium of different density. 


medium to 


resolving power — The ability of a lens to define 


sharply. 


images 
reticulation — Uneven wrinkling of the emulsion due to the 
uneven temperature in development. 


sensitometry — The measurement of the response of photo- 
sensitive material to the action of light. 


shortstop — An acetic acid used in print-halts developing. 
shutter — A mechanical 


device attached to a camera for 


opening and closing the lens to expose the film. 


soft-focus lens — A lens designed to give a certain amount 
of aberration. 


spectroscope — An instrument for measuring wave lengths 
of light in different colors. 


spotting — Retouching on prints. 


stereoscopic — Pertaining to three-dimensional photography. 


strobe — An electronic flash. 


subtractive process — A process in color photography by 
which two or more negatives are made through filters 
that subtract all but the desired color for each negative. 


supplementary lens — An additional lens placed over the 
regular camera lens, used to alter focal length. 


synchroflash — The device that operates the shutter at 
the instant the bulb is fired. 


telephoto — A 
compared 


lens that produces an enlarged image as 
to the size produced with the regular lens. 


translucent — A medium that passes light but diffuses it 
so that objects cannot be clearly distinguished. 


transporency — A positive image on a clean base that must 
be viewed by transmitted light. 


ultraviolet — The end of the solar spectrum that has an ef- 
fect on photofilm. 


vernier scale — A device used on a camera to indicate ob- 
ject distance. 


vignette — A picture that shades off into the surrounding 
area. 


zoom lens — A lens that is able to move in on close-up 
objects from abnormal distances and still stay in focus. 
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PUZZLE 


prepared by Ruth H. Smith 
Maine Twp. High School West 
Des Plaines, Illinois 


HORIZONTAL 


. Superlative of ‘‘good" 

. Quick to learn 

. An unopened flower 

. Without charge 

. Including (adverb) 

. To cause to remember 

. What someone is called (plural) 
. Conforming to fashion 

. Retains 

. A little case worn on a chain 


around the neck 


. Roll of parchment or paper with 


writing on it 


. Between or among nations 
. Amount of money; total 
. A hole not meant to be there 


that lets something in or out 


. Grain of a cereal grass (plural) 

. Move rapidly 

. To deal or carry on, as a business 

. Having a pleasant appearance 

. Monastery or convent 

. A frame to hold a canvas upright for 


the convenience of a painter 


. Speak 
. Cry with convulsive catching of 


breath 


. Hinted; proposed 

. Advise or warn earnestly 

. Slants 

. Measure of land, 160 square rods 
. Breezy; light in movement or manner 
. Cessation from labor 

. The present night 

. Laborers 

. Pleased 

. Uncommon 

. Trunk or branch of a tree that is 


cut down 

Express in words 

An answer by word or act 

More than what is necessary 

Send goods to foreign countries 
Hotels 

To a great extent; mainly 

Short, comic sketch or story enacted 
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70. One who makes proficient by teaching 51. The whole; sum; entire 
or drilling 53. Collection of wild animals kept in cages 
72. One who produces musical tones by for exhibition 
means of the voice 55. Popular place to go fer swimming and other 
73. One who has been in military service recreation 
(abbreviated) 57. Easy, natural elegance or beauty of line 
74. Happening hastily; unexpected or movement; a girl's name 
75. Opposite of longest 59. Say or do again 
76. Transportation of a purchase to the 60. Sure 
purchaser 61. Necessary 
62. Dry 
VERTICAL 64. Glide over snow on a pair of strips of 
wood 
1. The most actively engaged 66. The sound a horse makes 
2. A point of the compass; direction of the 68. Impenetrable thicket 
sunrise 70. Also 
3. To oversee and direct 71. Sixty minutes (plural) 
5. Gift 
6. Touch lightly so as to excite the surface 
nerves 
7. Buffalo 
8. A single unit 


. Group of instructors in an institution; 


power of the mind 


. Acard game 

. On the outside 

. Pertaining to electricity 

. Significant; having great valve 

. Ideas; small useful articles sold in the 


_____section of a store 


. A ship destroyed or injured 

. Opposite of earliest 

. Get the better of, as a bad habit 

. High and great in character; showing 


greatness of mind 


. What a thing is made from, as a dress 
. Keeps within limits; confines 

. Expensive 

. To have being; to live 

. Withhold oneself from an action that 


might be harmful or wrong 


. One who ousts a tenant from a house; 


one who throws anything out by force 


. The sound a crow makes 

. Belong to one; have legal possession of 

. Manner; method; rovte 

. Snared 

. Self-assertive; pushing 

. To merit or deserve 

. Passageway between rows of seats (plural) 
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MATERIAL 


ron OGA TEST 


{]l clubs of test paper hould be accompanied bi yf 


Py ow 3 


OGA Membership Test 
YOU WILL NEVER BE SORRY FOR 


INSTRUCTIONS: Copy the tests here in your best style of shorthand, trying to make your 


notes look as nearly as possible like our expert penman’s notes above. The tests may be 
written in one or in two columns, on your regular notebook paper or on any other sta 
tionery that will allow you to do your best work. Ruled paper helps keep your writing 
uniform. 

PHE JUNIOR TEST 
ly. It may be taken as soon as the copy can be written creditably. 

THE MEMBERSHIP TEST is offered for those who feel that they have developed a good prac- 
eal style of penmanship that will assure 


nt 
‘ 


tries entitle the writer to membership in the Order of Gregg 


is offered to enable the writer to see whether he is practicing correct- 


accurate transcripts on the job. Acceptable 
Artists (OGA). 

lest papers are judged on (1) the smoothness and fluency of the notes: (2) the forma- 
slant and joining: and (3) the correctness of 
“Key to the Marking of 


A Tests” is returned with anw failing papers, which gives detailed criticism of the faults 


1 of the characters as to proper curve, 


oportions maintained throughout the specimen submitted. A 
BT 


style noted by the examiner. 
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eat in the office or on the run... maybe 
a piece of cheese and a tangerine . . 
or a bowl of soup from the fountain 
downstairs.” 

This diet possibly explains her trim 
figure, which might well be the envy of 
any professional model. Her large blue 
eyes sparkle with health and vitality. 
and they reveal a deep and sincere in- 
terest in humanity. 

She has the poise and assurance and 
gracious manners of an actress—no doubt 
reflecting her drama major at college 
and the work she has done studying. 
writing and taking part in theatricals. 

But what does she do all day at the 
office? She answers that question with 
a shrug of her erect shoulders. “I never 
know in advance. I just come to work... 
and take what happens.” 

When does the boss 


umns? Never! He does them all himself 


dictate his col- 


and she receives them from here, there 
and everywhere. They arrive at the office 
by taxicab, by messenger, by air mail, by 
sometimes by Mr. 
Delaplane himself. Chloe then checks 


special delivery or 


them and prepares them for release. 
Her biggest responsibility is the mail 
the likes of which are 

else in the world. The boss skims through 

it, letter by 


seen now here 


letter, then hands it ove 
to her with a running comment that goes 
something like this: 
“Tell them the laorana Villa Hotel is 
okay but it is six miles out of Papeete 
so they'd better rent a car when 
they get there ... this man ought to read 
{round England before he goes .. . that 
place isn't too bad, their food has sort 
of a Somerset Maugham flavor... oh 
ves, you might tell that other couple they 
can rent a bike in Papeete if they feel 
these folks will find that 


run-down now but the 


up to it 
hotel a_ little 
proprietor is very pleasant and it is in- 
expensive .. . thatched-roof cottages on 
at the Hotel Tahiti cost $20 a 


.’ And so on and on until the 


the sea 

day. 

mail is done. 
Then Chloe 


How many a day? “That depends,” she 


gets out the answers. 


says, “upon the telephone. Some days 
it rings continuously.” 

But what happens to the mail when 
the boss is out of town? 

“That can be a real problem,” Chloe 
admits. “Of course, Mr. Delaplane comes 
and goes—he is in and out, but some- 
times the answer can’t wait. so | have to 
do it by myself. But from his files and 
clippings and previous letters, | usually 


know 


his recommendations.” 





Sometimes, though. she gets crossed matter how you try, you probably guess 


up. as when she recently recommended wrong.” 

a certain hotel in Tokyo and two weeks So goes her day. Fight hours at the 

later her boss recommended a completely office . . . commuting time . . . keeping 

different one in his Sunday column. up with a teen-age daughter . . . main- 
“[ don’t know what that reader taining a home .. . and now. she is 

thought.” she confessed. “unless he just forging ahead on her second novel. That 

figured Mr. Delaplane likes two hotels in her day is full, no one can doubt. 

Tokyo.” But it is a rich and rewarding life. 
“Some letters are impossible.” Chloe fast paced and exciting. And do you 

adds, “like “What's a good going-away think Chloe Trimble would trade jobs o1 

present for someone leaving for Alaska?’ bosses with anyone else in the world? 

Who's going? A business friend . . . No! 

(Aunt Agatha ... a honeymoon couple? 

What can you say? A book... a basket BOSS | continued from page 13 

of fruit... a bottle of champagne. No was weak. The junkets didn't come 
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Secretary 
approved’ , 


® 


metal desk trays speed paper work! 


Best friend in a busy office . .. Streamliner trays know the ‘‘in’s’”’ and ‘‘out’s”’ 
of work flow, actually organize your paper work! Functional design lets you 
pick up papers easily. Labels for trays included. Need desk top space? Stack 
as high as you like with out-of-way metal supports. Streamliner trays in a 
full range of decorator colors are used in more offices than any other desk 
tray! Best for you, too! 

*See your local dealer for the complete 
line of ‘‘Secretary approved’’ 
office accessories, or write us 


| 
direct, Dept. ® 


" THE GLOBE-WERNICKE CO. 
NORWOOD, CINCINNATI 12, OHIO 





around often enough. So the editors of 
the Chronicle filled that gap by sending 
him out on some of their own. They now 
have a steady source of “Postcards” from 
Delaplane. 

Reader interest increased as pape 
after paper was added to the ever-grow 
ing list of publishers, and mail began 
pouring in, stack upon stack of it, all 
with questions. How long does it take 
to get there? Where did you stay? Whicl 
is the best hotel? 

The logical offshoot of all these quer 
ies was another column, “Around. the 
World with Delaplane.” This is a Sunday 
feature column in which he answers their 


questions. 


“I’m going to Tokyo... or Berlin... 
or Kc apulco eo and could you tell 
me. ... And he does. right down to 


where. when, why and how much it wil! 
cost. In fact. many of his readers actually 
plan their vacation trips from the intor 
mation in his columns. 

Mr. Delaplane has several books to 
his credit—all of them stamped with his 
irresistible trademark, travel and humor. 
His best-known books are Postcards, The 
Little World of Stan Delaplane and 
De laplane im We rico f{ { Short Happy 
Guide). The latter was done in collabo 
ration with Bob DeRoos and gives 
“simpatico” approach to the travel high 
spots ol Vlexico. 

His most recent book. And How She 
Grew, is based on the funny, little true 
to-life incidents in the growing up ot hi- 
own daughter. Kristin. It is a dad’s view. 
in high good humor. of a girl's world 
from tot to teen-ager. The book. accord 
ing to the publishers, has all the homey 
humor and family appeal of such con 
temporary best sellers as Cheaper by th 
Dozen, and Please Don't Eat the Daisies 

Delaplane’s current) writing contract 
explicitly states that his copy must carry a 
foreign date line six months out of eacl 
year. The rest of the time he amuses his 
readers by writing about his home, his of 
fice. his daughter, his neighbors and friend: 
—or anything else that pops into his mind. 

In fact. he sometimes writes about hi- 
secretary. For instance, when her 425 
page novel was recently published by 
Doubleday, he loudly exclaimed in print. 
“My secretary has written a book! Bless 
my soul. Did she HAVE to write a book? 
What | mean, you get a mouse around the 
ofhce, she is supposed to fritter around 
the filing cabinets or something. She 
shouldn't go out and write a book. Makes 
you feel you are surrounded by intelli- 
gentsia. Not only must | put up with in- 
telligence and literary competition. | have 


nursed a blooming scholar in my bosom.” 
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INVESTMENT Continued from page 27 
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DO SOMETHING 


to reach your toes with your forehead. Straighten up again 


Continued from page 25 


and tip vour head back to strengthen your neck. Do this five 
more times. 
@ For the hips—\Lie prone and do back kicks. 


your knees straight. Lift your legs from the hips. Do four on 


keeping 


each lege. then switch. Add two kicks every day until you're 
doing 20. 
@ For the thighs—Do front kicks lving on your back. Turn 


vour foot outward as far as vou can. Lift leg. Turn foot 


inward. Lower leg. Alternate. Start with 4 to each side. Work 
ip to 20. 

@ For the arms and chest Pushups are best. If you can't 
push up, start in the “up” 


position and let yourself down. 
rradually youll be able to push up. too. (To prevent sand 

from sticking to your suntan lotion, incidentally, you might 

ise a lotion like Bronztan, which dries so fast the sand cant 
ck and protects even after swimming.) 


And that’s all there is to it. 


GOING...GOING... 


a staunch pillar of TODAY'S SECRETARY and the 
Gregg operation Friend 
of teacher and student alike, she inspired both 
to greater shorthand, typing 
And to her definite 
the spice of 


Florence Ulrich. 


proficiency in 
and other business skills. 
talents, she added 
good fellowship. 


humor and 
In July, Miss Ulrich will retire 
and we're sure that you join us in wishing 
her the very best of everything in 
that lie ahead. 


the years 


UA] 





She’s a 


MILLION 
DOLLAR 
SECRETARY! 







She's quiet — neat — efficient — and her boss 
wouldn't trade her for a million bucks! 


What’s her secret? Easy! She uses the revolutionary 


NEW 


TYPEWRITER CUSHION 


You see, the Sorba-Sound cushion is the first 
really new typewriter cushion to come down the 
pike in quite a while. And it was designed with 
you in mind. 

The Sorba-Sound is all sponge rubber — with 
sealed hard rubber air chamber pedestals at every 
corner! It muffles typewriter noise — stops annoy- 
ing creep and vibration — softens keyboard action. 
Your work is neater, less tiring and far quieter! 

You'll be happy with a Sorba-Sound typewriter 
cushion — and your boss will be happy with you! 
Tell him about the Sorba-Sound right away. 

P.S. Sorba-Sound is also available for office 
machines of all types. When ordering give make 
and model number. In handsome blue-gray finish. 











SORBA-SOUND 
Typewriter Cushion For 
* Electric Typewriters—$6.00 eo 
* Manual Typewriters—$4.95 ea 


Pedestal 
TO ORDER — FILL OUT THE COUPON BELOW AND 
GIVE TYPEWRITER MAKE AND MODEL NO. 


D” comanen cake Se eee 
EVANS SPECIALTY COMPANY. INC. 
IP. ©. BOX 8128, RICHMOND, VIRGINIA 


J PLEASE SEND 
f MAKE 
i 


MODEL NO. 
NAME. 

{ FIRM 

I STREET. 


, =, — on STATE___ 


Air-Chamber 


a ae a a 


SORBA-SOUND CUSHIONS Jj 
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MRS. 


its good that women do feel their home 


Continued from page 20 


duties so strongly. For a larger set of 
unreconstructed Victorian patresfamilias 
(with a few notable exceptions) we have 
vet to see. It is a point in their favor 
that the great majority of men would like 
their children to have better educational 
and business opportunities than they 
have had. However, it is unfortunate that 
so many demand traditional wifely serv- 
ices . . . a neat house, meals on time, 
companionship and lively affection... 
and take for granted that these will be 
forthcoming regardless. At the same time, 
they heartily approve of a wife’s work- 
ing, but somehow cannot conceive of her 


work as seriously as their own. 


But far from resenting this attitude of 
their husbands’, almost all our survey 
wives seemed to wish to preserve this 
state of affairs. If they expressed disap- 
pointment or annoyance that they didn't 
receive more direct household help .. . 
food shopping and preparation, dish 
washing, cleaning and picking up... the 
objection was voiced only after more 
important considerations, namely: that 
he take the lead in family responsibility 
and make final major decisions, that he 
provide the family with love. tenderness 
and authority ... that he be “senior 
partner.” 

To bring home some of the points 
we've been making, we'd like you to meet 


a few of our survey families. 





The “I can’t wait- 
to-get married” type 

















mow 


A girl with marriage on her 
mind is especially eager for a 
top secretarial job. Like millions 
of her sisters, she very likely 
will hold on to her job 

after marriage. 

To attract favorable atten 
tion—and get a promotion with 
higher pay—she uses the best 
professional tools. These include 
A.W.Faber’s STENOSTIK, the 
modern ball pen especially 
designed for shorthand. 


STENOSTIK is feather-light, 
beautifully balanced, starts fast, 
flows smoothly without skip or 
clot. It helps her take 
dictation faster, cleaner and 
more efficiently. The exclusive, 


AW FaBer STENOSTIK TRe Ball Pen for Shorthand “°?P 











long-tapered grip reduces 
finger fatigue 

Whatever your marital 
status, you'll be a better 
secretary with STENOSTIK. It 
belongs right alongside your 
ERASERSTIK. Full-length 
cartridge ink supply in blue, 
black, red and green. 39¢ — 
3 for $1. Join the STENOSTIK 
Club of Superior Secretaries 
today. 


A.W.FABER’S 


STENOSZIK: 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J, 
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Lets take a happy family first. They 
live in Ohio. own their own home and 
car and have a total family income of 
about $12,000 per year. Our heroine 
married at eighteen shortly after her 
high school graduation and is now twenty- 
six and the mother of two children, seven 
and three. She is a full-time legal see- 
retary, making about $100 a week and, 
in spite of personal and job expenses, 
she is able to contribute well over $100 a 
month to family income. This has en- 
abled her husband to get through school 
and prepare him for the profession he 
wishes to pursue. “Mrs. Ohio” says, “1 
enjoy working. Life is interesting and 
exciting. We have a good standard of 
living: we have a large circle of friends: 
we are striving for the future.” 

Her husband, an orphan to whom the 
words “vacation” and “cireus” were dic- 
tionary terms, is extremely ambitious for 
his family’s happiness and welfare and 
fully appreciates his wife’s contribution: 
“A wife's prime duties are caring for he 
husband and children ... making a good 
home for them, loving them, enjoying 
them. If she can do all these things and 
still work outside the home. helping with 
her mental attitude as well as supple- 
menting the family income, then [I think 
iis terrific.” 

The overtones of strong affection, 
mutual effort and consideration apparent 
in this questionnaire are shared by many 
others. So many young couples are so 
serious and level headed, sO concerned 
for their families, so watchful of family 
progress as well as individual content 
ment that it is hard indeed to find any 
room for criticism. If we may comment 
at all adversely, it is to point out that 
perhaps they are trying to do too much. 

A wife from South Carolina expresses 
this point rather well with reference to 
her own family. At twenty-six, she. too. 
is the mother of two children. four and 
six. This woman works because she wants 
to and because her efforts will enable her 
family to own a home much sooner. Her 
husband is a textile-chemical technician 
and the family income is a sturdy $10.- 
900 a year. Mrs. S. C. has had a year of 
college, wishes she'd married later and 
completed her work for a degree, since 
she would have preferred teaching or 
journalism to secretarial work. As it is. 
she has maintained a high degree of 
competence in her job and loyalty to her 
firm. Her salary and position have grown 

from stenographer at about $214 per 
month to private secretary at almost 
$100 a month, all in about six years with 
time out for two pregnancies. Although 


she admits that her husband would rather 
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she staved home if they can ever afford 
it. she is not so sure she'd enjoy it. 

Savs Mrs. S. C.: “ld love to leave my 
io and become a full-fledged housewife 
if | could spend my time with my hus- 
band and children creatively.” No dishes, 
no floor waxing. no drudgery. “To me, 
success is everything.” she continues. “I 
want to succeed in my career and in my 
role as a mother and homemaker. | want 
to imbue my children with enthusiasm 
for their life ahead. to make the most of 
their desires and talents. But being a 
working mother has divided me until | 
feel completely unsuccessful at any job 
| undertake. . . . | sometimes wonder if 
women should have ever been emancei- 
pated from the home. Perhaps we 
wouldn't be any happier. but life would 
sure be a lot simpler!” 

If her husband has noticed any of our 
heroine's misgivings. he certainly doesn't 
share them. He thinks her first duty is to 
make him happy. to be a good and un- 
derstanding mother. to provide a con- 
genial atmosphere for her family 
not a spotless house but a happy one. He 
is proud that he and his wife have “risen 
as far as they have” due to their com- 
hined income. As for his son, he would 
wish him to finish college. decide on his 
career. find and marry a wife “as good 
as the one | have.” 

As we said in the beginning, this final 
article is devoted to the praise of vir- 
tuous women. But we cannot agree that 
the path of virtue need wind over the 
same country toward the same goal. We 
most definitely cannot agree that all 
mothers should stay at home with all 
children, that all women should be satis- 
fied as homemakers and that those who 
are by nature or circumstance impatient 
with a single role are wrong or selfish. 

The working mother is also to be con- 
gratulated for another trait, perhaps not 
hers exclusively, but certainly valuable 
in her life. Again, it is 
rarely talk about 


a quality we 
today: cheerfulness. 
And not the naive sort, but the tougher. 
talent 


more substantial 


for happiness 
displayed in the very face of severe 
threats to personal and family security. 

Take Mrs. X of California. She is a 
lorty-six-year-old widow with four chil- 
dren, two of whom are still young. Het 
salary and Social Security payments are 
their sole means ol support. They own a 
home and a car. She is a legal secretary. 


by returning to work when her first son 





ON THE COVER: Sailing twosome de- 
signed by Marj Talbot in Cone Nauti- 
cone cotton. Capri pants, rope accented, 
Pair with a hooded jacket. White/red. 
Sizes 8-18. 
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was eight months old. six 


t napled her 


husband to advanced 


qualify for an 
degree. In two years. she quit and re- 
mained at home for thirteen vears. rais- 
ing three more children. When she went 
back to work in 1953 she says. “My 
household organization changed com- 
pletely, but my late husband and my 
children were interested and willing to 
share responsibilities with me.” 

Her husband died in 1958. Mrs. X 
feels that “my job has held me together 
spiritually and mentally since this loss, 
and my contribution now is to keep a 
home and an anchor for growing young 
men...” 

This is a woman that all of us would 


like lo know 


. not a whimper, not an 


inkling of 


many 


self-pity. And there are so 
more like her with a_ creative 
ability to mold a calm happiness out of 
the material at hand, 

Although we have discussed the prob- 
lems of the working wife and mother for 
the past ten months. we certainly don’t 
believe we've thoroughly covered the sub- 
ject, Next year, we'd like to devote some 
time to studying a working wife and her 
family in depth. We like to get to know 
these people as individuals. There would 
he pictures, stories, interviews. If you're 
a working wife, and feel that you and 
your family have a story to tell and 
wouldn't mind a little prying and pub- 
licity, do write to us. And quickly so we 


can make all the arrangements. 












GRASER STIK: 


GRASP 


FUTURE 


YOUR 


FIRMLY... 





The original pencil shaped grey eraser 
— always the best point for erasing. 


may mean a promotion 


Little things often make the big difference. ERASERSTIK, with 
brush, costs only 20¢—but it puts you into the select class of 


Superior Secretaries. 


You will never again hand in a letter with erasures show- 
With ERASERSTIK you 
erase without a trace. ERASERSTIK opens the door to typing 
perfection—a door which has led to promotions and higher 


ing ghosts and sloppy strikeovers. 


pay for many secretaries. 


Sharpens to the point you prefer—blunt, medium or slender. 
ERASERSTIK is sold by good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER = 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 


A.W.Faber-Castell 
Pencil Co., Inc., Newark 3, N. J. 


























BROWNVILLE 


The Declaration 
of Independence... 


Thomas Jefferson wrote this 


enduring document in his own hand. 


Today. important documents are 
typewritten and many copies are 


made. For more copies and better 


legibility. we suegest 


Sea Foam Bond Amer T as 


Watermarked Sea Foam permits 


creases or curls. erases in a whisk, 


leading second sheet! 


13 legible copies. lays flat. nevet 


and is available in seven colors 


for better channeling. 


Paper Company 
Brownville, New York 


Teachers. Secretaries, Bosses! Write on 
your letterhead for the Sea Foam 
sample packet, today. Write Dept. T6061. 
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GROW Continued from page 15 


Secretaries who take an office or chair- 
manship in business organizations learn a 
lot through meeting the obligations in 
volved. One secretary who arranged meet- 
ings for her club ran things so smoothly 
that her boss was impressed with this new 
capability. She was given the responsibil 
itv of handling company conferences and 
dinners. 

Night-schoo| or other study programs 
also help a secretary prepare for greater 
responsibility. Such ventures show initia 
tive and a desire for knowledge. For in- 
stance, a company offered emplovees the 
chance to take a sper ial course related to 
their work at its expense. The manager 
of one department was surprised to find 
that his secretary was the only taker, but 
he was glad to approve her request. In 
return, she felt obliged to prove that the 
company had made a good investment. 
When a contest was announced for the 
three best projects submitted in class. she 
worked doubly hard. Her project won first 
place. which pleased her boss. He found 
an idea in her project that the company 
later adopted. and he put her in charge of 
the new program, 

Just as responsibility is earned by do 
ing a littlhe more than is required. it can 
be withheld for a number of seemingly 
minor factors. Mrs. Myrtle Barnard. di 
rector of Barnard’s Employment Service. 
Chicago. pointed out that certain habits 
hold a woman back from taking a respon 
sible place in business. She wrote: “Here 
are six of the most common drawbacks. 
How do you rate? The answer may deter- 
mine the extent of the responsibility that 
will be yours in the future: 

“(1) Failure to get along well with 
people: (2) lack of sufficient interest in 
the job: (3) poor English in speaking and 
writing: (4) tardiness: (5) gossip, either 
listened to or spread: (6) temperament 
displayed in the office.” 

Guarding against these obstacles and 
watching for opportunities to be of serv- 
ice will help a secretary improve her 
chances for success. Responsibility is. 
after all, a process of growth. Rarely does 
a secretary step full-blown into a demand- 
ing and rewarding post. Usually, she ar- 
rives by a gradual climb, perfecting one 
extra task before the next is attempted. 

As Ronald E. Osborn said. “Unless you 
try to do something beyond what you 
have already mastered, you will never 
vrow, 

ry 
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HUMAN Continued from page 9 tions lor preparing _ that are attached to keeps a numeric card file of the 


cm 
the inside of the “expense account” fold- ployees in Mr. Daniels section. An al 
By being co-operative and flexible. a see- er. Then she discards the notice. phabetic employee list serves as an index 
retary can mold almost any man into a e Here is a confirmation of a hotel to this file. She marks “Resigned. May 
vood boss. reservation made for Mr. Daniels. Angela 21” beside the employee's name on the 
Phe way that Florence instructs Mr. cross-checks the dates. rate and arrival alphabetic list and removes his card from 
Arthurs successor will also effect his and time with information in her card tickler the numeric file. Then she drops the 
her success. Knowledge and experience then files the confirmation in one of Mr. notice in the suspense file behind the 
ire useful. but they are most valuable Daniels trip folders. Since her boss July 10 guide. the date on which she 
when shared. Florence's loyalty to the travels a great deal. Angela has set up a plans to summarize for Mr. Daniels all 
ompany should make her realize that small geographic file with a folder for employment changes for the quarter. A 
hatever she does to help the newcomer each location he visits. notation behind the July 10 guide in the 
is a contribution to its welfare. e Here is an employee resignation chronological card tickler file reminds 
If harmony is her goal. she must avoid notice. Beeause all employees are re- her to do this. 
seeming to show off her store of informa- ferred to by payroll number. Angela (Continued on page 51) 
tion. Few things are as hard to take as 





i know-it-all attitude. particularly from T Wd (; R kk \ ‘i N kk W | I) k a S 
i subordinate. The new boss has a hard I P at 4 i. 
journey ahead. trving to assimilate un- 


elf ppp defer ape FOR TYPISTS 


to maintain his self-confidence in order 
to master the job. The adjustment period TRY ‘EM BOTH FOR JUST $1! 


nav be even more difhcult for him than 
< for Florence 


. ™/ 
With observation and patience, she can BRI os 
«| 1}? he | igs he al eady OoOWws, hoil r~ 7 
pt things h | kn ‘f y 4 
down simple procedures and concentrate a 


on the things that are strange to him. 
She can handle the routine and tactfully 


sugvest wavs to <olve problems. Her ex- gat t PE 


perience can be the shoehorn that helps 
him fill \r. Arthur's shoes 

It will be easier for the new man to 
iecept this shoehorn if Florence lets him 
help her in return. She can learn about 


his education, background and experi- 





nee. ‘n capitalize on it by asking his . . , ° “ " oo 

—— then « upital eon ith % Miracle stix wipe dirty keys Nomessy brushes or putty! Britetype Stix clean type 
opinion or advice on matters on which clean without soiling hands. quick and easy, bright as new. Pkg. of 10 only 98¢ 
Arthur's. 


he is an authority. She can benefit from 
knowledge just as she did from Mr. y 4 | —~ > 
PEREFEC- 
; — : 4 dA / 
Though it is pleasant to work with a Dr 
“the best of all possible bosses.” it is a 7 | | 
real accomplishment to adapt to a new 4 
personality and different work methods. 
Good bosses are made, not born, The 
business world is filled with executives ef 
et 


who earn the respect and loyalty of their 





secretaries—even though no two bosses 


are ever alike. 








FILING Continued from page 17 


Magic slips of paper correct Now corrections in half the time with every 





customer stating a change in his address. typed mistakes without erasing. letter “letter perfect.” Handy folder-pak. 6 
Angela phones the accounting depart- months supply. Only 99¢. 
ment to bring their records up to date. Pant” 
a ~ 
I} en she makes the change on her alpha- SPECIAL OFFER! | P ERRY -SHERWOOD CORP... | 
hetic card address list. She does not file | 257 Park Ave. So., N. Y. 10, Dept. 17 | 
oe heey per sae PERE ECTYPE ond BRITE. | 1 Please send me both PERFECTYPE and | 
) 7] anc TETYPE. $1 enclosed. 
stroy such letters once they have been | ~ypEeand 50%! Use both metal rYPE. $1 = osed. . | 
. 1 and save 0U'7n- Use DOTN | SUPER SPECIAL! I enclose $5 for 6 sets | 
properly recorded. to make your typing easier, (1 set free!) 
le. ” tor! ¢ y 
¢ Here from the controller is a memo- | Cleaner, faster! Your dollar | Name 
:, ; back unless delighted. Rush C 
randum of a change in the required num- | egupon for prompt, postpaid | Company | 
ber ol copies for expense account reports. shipment! Limited time offer! | Address | 
Ang ; $5 Act now! | City Zone State | 
ngela notes the change in the “instruc- = 


/ Of] 














New York is 
Wonderful 


... especially when you live at 


the BARBIZON 


for women 


Make the most of your stay in New York 
City, whether you’re working or going to school. 
At The Barbizon, you'll meet the nicest people— 
young career women, many of them your own 
classmates, more than likely. And you'll enjoy a 
radio in every room, TV if you like, solarium, 
library, music studios—even a swimming pool! 
Plan to make wonderful New York more so, at 
The Barbizon. 


Relax and enjoy the Barbizon swimming pool 
. or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! 





On the Smart East Side . . . New York’s 
Most Exclusive Hotel for Young Women 
Daily from $5. Weekly rates upon application 


She Darbison 


Lexington Ave. at 63rd St., New York City 
Write for Booklet E-6 














TRUTH Continued from page 42 F 
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TODAY'S SECRETARY 








FILING 


Continued from page 49 
Stack 3—Bulletins. Magazines 
and Other Reference Materials 
Reference materials are just as much 
a part of Angela's paper management job 
as correspondence. \ few examples. eee 
e Here is a copy ol a trade weekly. 
Mr. Daniels is an office manager. so 
Angela is on the lookout for work sim- 
plification articles. She seans the maga- 
zine and marks the most. significant 
paragraphs. Depending on the importance 
of reference materials to the employer, 


some secretaries set up a card index for 


e The company daily bulletin contains 
announcements of meetings. reports due, 
vacation policy. company parties. Angela 
records significant events in her ecard 
tickler before she passes the daily bulle- 
tin on to Mr. Daniels. She keeps two 
months’ back copies of this bulletin in a 
subject folder captioned “bulletin.” 

e Here is the company’s monthly 
house organ. Angela spots the stories Mr. 
Daniels would be most interested in and 
marks them for his reference. 

¢ Books frequently arrive in the mail. 


Sugela keeps a card file of every book 


ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty SLID 






magazine and newspaper articles. A card that Mr. Daniels has on his professional 


from such an index is illustrated below: reference shelf. When a new book ar- 
rives, she prepares a card and files it 


alphabetically by book title. Whenever a 





book is borrowed, she removes the card 


ro : ; from the file. writ’. the borrower's name 
Fire insurance laws. revised 


N. Y. Times 4, 19, 61, p.3 





on it and places it behind one of the date 


Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., pep. 156 


2607 North 25th Ave. @ Franklin Park, Ill. 


guides in her chronological card tickler. 


This reminds her to follow-up on the 








book if it is not returned by that date. 





These ( ards ean be filed by subjec t and Stack $— Advertisements 


cross-indexed. if necessary. by the name Angela is highly selective in deciding 
of the author or title of the magazine. which advertisements reach Mr. Daniels’ 
hewspaper or arte le. Magazines are best 


stored on shelves. first according to title 


desk. First she eliminates the repetitive 
pieces. Then she weeds out advertise- 


and then by date. ments that should have been routed to 








“Smart man, my boss! He knows Globe 
Wernicke ECHELON chairs give him both 
luxurious comfort and matchless good 

ECHELON 
looks. But you don't have to be an execu 
tive to enjoy handsome contemporary sty! executive swivel chair 
ing and out-of-this-world ‘floating comfort.’ 
There's an ECHELON chair for every echelon 


in your office, from executive suite to gen 





eral office. Life-time aluminum frame, pure 


\ I know why 
latex foam rubber, and impeccably tailored 
the boss upholstery, in the widest 
array of new decorator 
| hi ECHELON colors, make ECHELON 
Oves 1S tops in business seating.” 


chair!” 


ECHELON 


side chair with arms 














P.S. ‘Now | have my 
own ECHELON 

secretarial 

posture chair.” 





€ 
betes THE GLOBE WERNICKE Co. 


Norwood, Cincinnati 12, Ohio 
See vour Globe-Wernicke dealer, listed in the Yellow P 


hee Furniture,” or write for brochure Dept. 1-6 





other executives. She places in her sus- Some ads come in several pieces and 
pense file ads that her boss might be in- are folded as puzzlingly as a map. An- 
terested in at a later date. She knows, gela organizes all the sheets of such ad- 
for example. that Mr. Daniels will not be vertisements and staples them together so 
interested in seeing an air conditioner Mr. Daniels doesn’t have to fumble 
advertisement until a few days before the through pages of odd-sized reply cards 
capital outlay requests are due. If the and special offers before he gets to the 
advertisement (a new kind of typewriter “meat” of the advertiser's message. 

ribbon, for example) is pitched to her Good paperwork organization outside 
instead of to Mr. Daniels. Angela makes your files can be the result of a four- 
a note in her card tickler to discuss the stack records management program sim- 
matter briefly with him on the day next ilar to Angela Hartt’s. The sensible use of 
week when he will have a few free peripheral files, chronological card tick- 
moments. She discards any material that ler and suspense files will keep your 
is not of interest to Mr. Daniels or her- filing from being a burden—will instead 
self. save you extra minutes every day. 












le labe| on 


i Oni rn Skin 
KES a big 
434 


The Millers Falis label on onion skin 
is your best assurance of value 
in a light weight paper. 
Strong and clean with smooth and cockle 
finishes, Millers Falls Onion Skin 
takes a clear, readable impression 


through a dozen carbon copies. 


MILLERS 


| oo 
S.. 


(Cy Y yy Gn 


25% COTTON CONTENT 





MILLERS FALLS PAPER COMPANY « MILLERS FALLS. MASS. 








LOGICAL Continued from page 19 


test. based on the relation of objects to 
other objects. measures how fast you can 
make decisions and is completely uncon. 
nected with educational background, 
Later, two additional tests are given 
one Is a general orientation test to meas. 
ure and determine personality factors. 
Then, if your math knowledge is sub. 
stantial. vou ll be subjected to a half. 
math, half-logic examination. 

You ll also be required to get security 
clearance from the government. This is 
necessary in any type of employment that 
might bring you in contact with classified 
material. But by this time. you probably 
fee] you re not merely qualified to he- 
come a programmer, you could prac 
tically replace Dr. Wernher Von Braun! 

Youve been hired and now all you 
have to do is learn how to maneuver one 
of those monsterish-looking computers, 
Larger data processing centers have their 
own training programs. The setup at 
Service Bureau consists of three separate 
courses run consecutively for eight weeks. 
In the course work, the trainee is given 
a taste of what working with computers 
is like. and in the three weeks after 
course termination. your taste becomes a 
mouthful as you attempt to solve a num 
ber of problems given you to complete 
your training. The entire period covers 
approximately three months—then the 
trainee sheds her title to become tech 


nically known as a programmer. 


“Defining the Problem” 

Following classroom work, the ex 
trainee is ready to assume responsibility 

helping to “define the problem.” De 
fining the problem. in unembroidered 
terms. is establishing contact with a com- 
pany that needs a problem debugged. 
Here a certain amount of salesmanship 
is involved to gain the customers conf- 
dence in computers. and an ability to 
talk the layman's language in plain ex- 
planative terms is essential. Programmers 
are also versatile! 

The definition is brought back to the 
head office so that an estimate of cost 
can be made. This is presented to the 
customer for agreement, then the actual 
program planning begins. 

Planned around the best way that the 
machine can handle the problem, in- 
structions are tidily worked out for the 
computer. Much care is taken with them, 
for the giganti marvels are quite choosy 
about their diet. To keep their digestive 
tracts healthy enough to supply adequate 
answers, program meals are painstaking: 


ly formulated and equated before in- 


(Continued on page 55) 
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shopping spree 





ost we ke cine w hie ! 


THE LAND OF NOD is 
there attired in the Slumbe 
Inspired by the Hawaiian Muu 
Muu. dress comes in traditional colorful 
Hawaiian patterns. Made of wash-and 
int cotton: small, mediun 
large. At $2.98, ppd. Halmur Distribu 
tors, Dept. TS, 50 Delancey St.. New 


Vou arrive 


Dress, 


wear floral pr 


Yorw 2, N. ¥. 






/ 


THE WATER JET is wate! 


{ 


propelled croes 


ste | and Samac, 
its guaranteed unsinkable. Weighs only 


seven pounds and is $12.95, ppd. From 
Max Schling Seedsmen. Inc Dept. TS 
5 8 Madison Ave ‘ New York 2? N . 





orward, reverse. sideways. Of aluminum, 


with fold-over propeller, 


“DRIVING CHAMP” 
that) much-vaunted 


award gives proof of 

prowess. Golfing’s 
most appropriate trophy is a genuine golf 
ball put through the wringer till it’s ut- 
terly mangled. No two identical. Mounted 
on gilded plastic tee in walnut-finished 
base with felt bottom. Name heat 
Gift-boxed. Just $1.95 


each or two for 83.70. ppd. 


stamped in gold. 
Giftique 





Shop. 511-TS West Clinch Ave.. Knox 
ville 2. Tenn. 
~ 
Ly 
SILENT BUTLER is this turquoise snack 


trav with gold inlaid design. Of stain 


resistant polystyrene, you clean it with a 


whisk of 


chairs and can. be removed at will, while 


a damp cloth. Clamps to lawn 
a wooden screw on an I shaped bracket 
makes it usable on Redwood framed fut 
niture. Its 12 by 12 inches. At $3.50, 
ppd. (two for $6.50) from B. J. East Co.. 
Dept. TS, P. O. Box 7943, Dallas 26. Tex. 





any times that’s 
And so, properly, 
Purse Pac 


handy for purse, 


“BON VOYAGE!” How n 


said in summer season 
it's the name of the comb 
beach 


ll. Case is white with pink 


and mirror set, 
bag and carrv-a 
and gold designs. Only 29 cents, plus 
Dept. TS, 
Morrisville, 


postage, from Ajax Comb Co., 
5 South Pennsylvania Ave.. 


Pa. 











ARE YOU READY | 
TO MAKE 
MORE 
MONEY ? 


You may be tired of just barely getting 
along, perhaps borrowing a dollar or two 


“until payday,” 
pay. 


secretarial job? 
Look around your office. Compare the 
shorthand speed of the girls with the top 


jobs to your own and others like you 
answer is simple: 
equal, 


gal. 
offices of 


the 100-120 gals do all right. 


tired of long hours at low 
But are you ready to step into a top 


The 
all other things being 


lop secretarial jobs are with high-pres 
sure executives who think and speak rapid 
ly. When they are compelled to slow down, 
they lose the thread of thought and the 
spontaneity that can mean the success or 
failure of an important memo or letter 
[hey simply can’t afford not to have a top 


rapid-fire, 


who head big departments; big business 


YOU CAN’T IMPROVE YOUR 
SHORTHAND WITH YOUR BOSS 


That's why all the best jobs are in the 
dynamic executives 


If your boss is less than perfect as a dicta- 
tor (and who’s isn’t) you'll be years pick 
ing up speed. If he dictates at a speed lower 


than you're now able to take, 


you ll find 


your speed ability dropping with every 


month.. 


which you definitely can't affor 
.unless you do something about it! 


YOU CAN KEEP YOUR PRESENT JOB 


d 


AND SPEED UP YOUR SHORTHAND TOO 


If you could have a half-hour of dictation 


practice every night, 
tor, in your own home.. 


from an ideal dicta- 
-at speeds starting 


where you are now and gradually increas 
ing until you improved 30 words per min 


“ule... 
Of course. 


It's less than you'll make extr 


in your first day on that new job. 


STEN-O-DISCS CAN HELP YOU GET 
WHAT YOU WANT 


would that be worth $3.98 to you”? 


a 


Each disc contains perfect, controlled- 


speed dictation by Ralph Portner, 
“Radio Voice of Champagne Music”’ 


the 
Start 


at the speed you average now, and practice 


accuracy and clarity. 
zo on to the next speed, 


When you're ready, 
increasing 10 or 


20 words per minute. Then do it again. With 
a half-hour’s practice each night, you can 
increase your shorthand speed 30 words 
per minute or more in a matter of weeks! 


Iry Sten-O-Discs. When that big-mone 
job opens up, 


you ll be ready. Why nc 


mail the coupon now? 


~ 


| GeNOD DISC vet. s-s 


1439 N. Western, Hollywood 27, Calif 
Please send the following Sten-0-Discs: 
12” 333 RPM ALBUMS — $3.98 EACH 
General Business Dictation 





60, 70, 80, 90 wpm ] 80, 90, 100, 110 we 
0, 80, 90, 100 wpn } 90, 100, 110, 120 wor 
V4 M = 
Gen'! Bus. Medical Bus. /Legal 
60 wor 90 wor 80 wpm 
80 wpr 10C wom oo wom 
90 wor 100 wom 
wpm Legal [} 120 wpm 
110 wor 120 wom 
120 wor 30 wom 
| er se cash, check or money order for $ 
Send C.0.[ Calif. residents add 4 sales tax 
NAM 
ADDRESS 
CITY ZONE STATE 


y 
yt 


On Be eee ee ee ee a a a ee ee em ee ewanal 


w 








SOUND 
alert student of shorthand 6 records 
plus a workbook for only $4.98. These 
new records include a review of brief 


EDUCATION offers the 


forms, phrases, common words and 
letter vocabulary. Beginners may 
select letters from 50-100 wpm. Ad- 
vanced students may select letters 
from 70-120 wpm. 10 day money-back 
guarantee. $4.98 ppd. from Sound 
Education, Box 414, Port Huron, 
Michigan. 








PERSONALIZED PENCI-PENS 


ier oer a Mh srcongets ced it’s a | oo 
‘ for your wr comfort. ink Rows smoot 


writ rhe You hoice ‘ ) issorted 
" ed or yreen ink ON EACH 
PEN—voUR (NAME, “che une vr the 1 
ee ip to fort lette Four for 
$1, ‘twelve tor $3. 00. Send xc for a sample So 
W he taste 


Guaranteed Satisfaction or Your Money Refunded 


GARDNER STAMP COMPANY 


Dept. TS, 166 So. Washington St., Wilkes-Barre, Pa. 











FREE weppinG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations ©@ Trousseau items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 

Box 824 Dept. E-421 
Chicago 42, Ill. 












SOCIALLY CORRECT. ¢ RICHLY PRINTED 


le) 


PERSONALIZED 
LETTERHEADS 


ENVELOPES 


BARGAIN le 
OFFER. 





cop 


LFFAJHAMILTON-WARD °FPz 








CORSAGE DIARY 


" ev 
e Corsage ‘Diary 


' ude dt ila 

shaped co 

1 of vur preciot o 

sare "$2.00. 15¢ post- 

age. k er i atote 

: Sin for ¢ Ord 
DOMINIQUE 


210 Fifth Ave., N.Y. 10,N.Y. 

















vpeaprcnnesgeionee OF von YEAR 


Here is rT informative, 24 xt b-hunting 
print fre TODAY s SECRETARY that deseribes 
briefly t national seeretaria mploy nt t u 
ind en x ! t 
Ww < in Lift: vl 3 it ns 
Ene illy n est ft t 12 “ nad 
! i i particular see 1 job 


Puvieo—Ebe per copy; $2.00 per denen 
Send order with remittance to: 


TODAY'S SECRETARY 
330 West 42nd St., New York 36, New York 














WESTFIELD, 
MASS. 








NOW AVAILABLE 
What's So Special About Chemical Secretaries? 


A four-page reprint of an article by 
Diana Boney, which takes a close look 
at today’s chemical secretary. Price: 
25¢ per copy. Send remittance to: 
Reprint Dept. 
TODAY'S SECRETARY 
330 W. 42 Street New York 36, N.Y 














SAVE TYPING TIME 
with FLICK A LINE 


Always Accurate 
Always Fast 


Inclined panel 83, x 14. 
Slotted base with pencil 
groove and book ledge. 
Buy it from your sta- 
tioner. 


$7.95 Prepaid. 
FREE FOLDER 


Franklin 


116'/2 North 4th Street, Louisville, Kentucky 
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Dean of Women Box 75096E Scranton 15, Pa. 
2) sample 1.C.S 


Pi 


CAREERS 


No need for you to be content wi 
another humdrum job. Hundreds 


portant, exciting careers—With pa ca 


to match—are open to ambitious, intelli- 


You get personalized instruction 


Sound interesting? 


coupon below. You'll receive: (1) 


2 


(2) Career Catalog. (3) Sample I.¢ 





INTERNATIONAL CORRESPONDENCE SCHOOLS 


ease send me three books (1) “How to Succeed,” 


esson, (3) opportunity-catalog in subject checked below 


© HIGH SCHOOL [1 Good English 
OC Accounting 
© Advertising 
© Commercial Art 


Home Address 


City —— ____ Zone 


Retail Merchandising 
Magazine & Book Iilus. 
Business Management Other 


} Short Story Writing 





gent women Advertising ( ercl 
Art. Retail Merchandising. Secretarial 
Letter Writing. Accounting and book- 
keeping. And these are but a few 

All it takes is training the kind you 
can get easily, in your spare time 
home. No interference with your present 
job, family or social life. You set your 
own pace, progress as rapidly as you like. 


The world’s largest 


correspondence school, will send you three 
valuable booklets to help you plan a re 
warding, well-paid career The booklets 


e FREE! No obligation. Just mail the 
page “How to Succeed’’ career guide 


lesson to demonstrate this famous method 


© Professional Secretary 


OC) Sketching & Painting 














State a 





CURRENCY, TRANSLATION GUIDES—whiat 
better gifts for travelers? Eight different 
guides are available. The currency guides 
compute from one cent te $300 in ex 
change values of U.S. money and their 
equivalents in 15 European or 15 Far and 
Middle East countries. The translation 
guides, including expressions tourists 
will find invaluable. may be had in 
German, French, Italian, Spanish, Swed 
Yiddish. Each guide is $4.95 


iS, Hz 


ish or 
from Chetnev Co. De pt 
Broadway. New York 10. N.Y. 





NECTAR OF THE GODS belongs herein 

indeed, these cups are specially fash 
ioned for it! Orange juice cups hold 10 
ounces of the piquant juice and are 
shaped. colored and textured like ripe 
oranges. Perfect for other drinks as well. 
Of break-resistant plastic, six are $1.50, 
Gifts, Dept. TS, Spencer 


Atlantic Citv. N. J. 


ppd. Spen ey 


Building. 





NOT JUST ONE SAILOR: four-in-one are 
yours with this jaunty chapeau. White, 
strawlike plastic hat comes with four 
differently colored ribbons, ea h3 inches 
wide, 6 feet long. Small for 6 to 12 years, 
medium for over 12. Fun at parties, pool 
side. Just $2 for hat and ribbons. Holly- 
wood Glamour Hats, Dept. TS, 4665 
Hollywood Blvd.. Hollywood 27, Calif. 
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eertion. If all) goes) satisiaciorily. the 


results are viven to the customer. who 
can apply them to his problem. This, 
hasically. is what computer services are. 


Here again, being a female is going to 
help you. Women are known to be far 
more patient than men—and in_ pro- 
cramming. this comes in handy. The 


higher vour frustration tolerance, the 


hetter—for. if a result is not exactly 
right. you tear it up and start all over 
vain! 

\fter about a year s experience of test- 


ne and coding machine instructions, the 


programmer may move on to planning 


programs and feeding computers. Speed 
it advancing. as in any job, depends on 


the individual—your initiative, experi- 


background and attitude. 


{dvantages and Disadvantages 


There are always both sides to a story 


or. in this case, a job. But mysteriously. 


programming seems low on the seesaw 


ov disadvantages and overbalanced on 


advantages. Maybe it's because program- 


mers like their work so much, and are so 


mentally well-equipped. that they can 
only look at their jobs subjectively. 
However. it can be hard work. Long 


hours may be necessary. according to the 


problem's resistance to crack. Handling 
people and convincing customers admit- 
tedly is no cinch. Sometimes, too. there's 


pressure around solution deadline time 
lut as one young programmer put it. “If 
| really minded it, I wouldn't be here.” 


\nother says. “I find pressure and dead- 


lines stimulating.” 


\ programmer with 
two and a half years confi- 
dentially told us. “I 
field 


brains can seem so formidable 


experience 
was hesitant about 
those elec- 


entering the because 


tron 
i wondered if | wouldn't become com- 


But 


| found it a field in which you are very 


pletely dominated by the machines. 


much the individual that you are—I’m 
not limited in any way by my association 
with machines.” 

To the programmers’ advantage are the 
high ($5.000 a 
higher pay with promotion or advance- 


ment), “It's like 


those problems pre- 


salaries year to. start. 
the interesting work . . 
working on puzzles 
sent a challenge and it’s up to me to find 
Then there's the 


salistaction of seeing one’s education put 


a solution.” tremendous 


to use, 


Now what do you think programmers 
olten do in their spare time, lunch hours 


included, cards or solve 


They play chess, 
Think like 
Well. there’s a possibility that Topay’s 


“ee 
ECRKETARY eventually may have a sister 


puzzles! 


they their work? 


lovMorrow’s ProcRaMMER! 


June 196] 








BUSINESS 
SCHOOL 
DIRECTORY 








NEW YORK 





MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 











CALIFORNIA 











MEDICAL-SECRETARIAL os 
A challenging eppertuniny Se on 


‘} 


SCHOOL FOR: = 
MEDICAL SECRETARIES 


nen by Son Francisco County Medical Society 
Write: Claude S. Yates 
1441 Van Ness Avenue 
San Francisco 9, Calif. 


ei2M 








BE AN ADMINISTRATIVE ASSISTANT 


Prepare for secretarial jobs with prestig 

Two-year and one-year courses. Distin 
2s guished faculty. Individualize d gui dance 
ma Placement service. For catal write 


Enroliment Director. 
420 Lexington Ave., 


N.Y. 17,N.¥. MU 5-3418 


122 Maple Ave., White Plains,N.Y.WH 8-6466 


22 Prospect St., 


E. Orange, N.J. OR 3-1246 


: Benktluyhehoel 








FLORIDA 











‘Miami's Finest Finishing School’ 


ADELPHI "ct. schoots 


BUSINESS COLLEGE 
“Where Students Are Individuals” 
500-526 N.E. 79 St. Nr. Bisc. Blvd. 


Miami 38, Fla. Free Brochure 











FRENCH, SPANISH, ENGLISH SHORTHAND 


You can learn shorthand in any one, 
these languages, and get an 
tion at a high salary at home 
tations of all foreign 
Typing, bookkeeping 
tarial 


GENEVA SCHOOL OF BUSINESS, 


$U7-3234 2291 Broadway (82nd St.), 


or all of 
interesting posi- 
or abroad. Adap- 
systems also available 
complete executive secre- 


INC. 


N.Y.C. 














NORTH CAROLINA 








HAWAII 
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HONOLULU 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 


1178 Fort Street © Honolulu, Hawaii ° 


Ey deh e-Bay 





TOWN 
CLASSES 


Secretarial College 
Superior Secretarial Training 
Write: Director, Box 615, Chopel Hill, N. C. 


















SOUTH CAROLINA 











PALMER COLLEGE 
Accredited by ACBS 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C. Dormitories for boys and 
girls. For catalogue write Charles E, Palmer, 
Cc. P. A., President, Charleston, 8. C. 

















ILLINOIS 


AIRLINE SCHOOL 














CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes 


Approved by National Shorthand Reporters Ass'n 








BE AN 


q - l l } 
Romance! Travel! Adventure! Fun! 
Train in just four weeks for exciting 
flight and ground positions. Free place- 
ment service with 35 airtines. Airtine- 
trained teachers. WRITE TODAY for 
FREE INFORMATION—FREE CATALOG. 
—_— 
== 


“Me CONNELL AIRLINE SCHOOL 
1030 Nicollet Ave. 











Rm. A-61, Minneapolis, Minn. 
Name AGC au 
Address , “See eres 
City State 








and after it: line 17 


are; line 23- 





(Key to project on page 26) 


Letter 1 

Line 6 accommodations, those days: line 
ll—months (apostrophe not required); line 
13—House, however should have comma before 


your letting us; lines 18 


and 19—omit or unsatisfactory since you have 
already said whether or not; line 20— cancel; 
line 22—/f you might be is awkward. Use If you 


9 


another is one word. 


Letter 2 


Line l—re-sponse (or the complete word could 
have been typed on this line); line 6—jeopardize ; 
line 9—unpleasantness, this bill: lines 10 and 

—better to say We have already allowed (note 
correct spelling): line 13—receive: line 14 
June 1; line 19—inconsiderate; line 20—the 
writer meant to say matter not manner; omit the 
Thanks. Most authorities advise avoiding phrases 
that “thank in advance.” Thanks would definitely 
be out of place in a formal business letter! 





SOLUTION TO PUZZLE ON PAGE 39 
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Stern's Salutes Secretaries Secretary Steps Up 
During National Secretaries Week, “There is a definite reason for the 
Stern's department store in New York — roles given to men and women—and | 


gaily 


bedeck not 
but the stylish 


previewed what will 


only the smart secretary 
office as well. 
For the secretary we espe ially liked 


it gray-and-white striped seersucker dress 


with matching jacket. for summer in 
town; a brown-skirted, —black-topped 


chiffon-and-silk cocktail dress: 
linenlike 


pale pink crepe sleeveless evening dress 


a banana 
dress with overblouse: and a 
with a street-length skirt (its wonderful 


for the mature secretary). Among the 
models were Frances Campbell, Cath- 


Annette Maddolo and 


all secretaries. 


erine Finnegan, 
Betty Traynor 

And now the “well-dressed” office—it’s 
equipped with a SoundScriber Dictator- 
Transcriber and a HavaJava fresh coffee- 
brewing machine. 

The show concluded with a piéce de 
résistance. Seven secretaries, each chosen 
Secretary of the Year by her chapter of 
the National Secretaries Association, re- 
ceived awards from no less than actor- 
director Cyril Ritchard, the afternoon's 
guest of honor and star of the Broadway 
musical, “The 
World.” 

The lucky ladies: 


| cr 
ong 


Happiest Girl in the 
Gloria Stackhouse, 
Doris Mullen, 
Helen Curran, 
New Jersey Division; Arlene Benedict. 
Brooklyn Division; Myrtle Heuer, White 
Adelaide Barbagli, 
Gotham Chapter and Anne Woods, New 
York City Chapter. 

Two more of Fortune’s favorites won 
tickets to Mr. Ritchard’s show. . . . Al- 
though we wholeheartedly congratulate 
them, 


Island Chapter: 


Queen Anne Chapter: 


Plains Chapter: 


alas we know not if they were 


secretaries! 


56 


believe that a woman performs her role 
best in the home.” 
That's the matter-of-fact philosophy of 


Mrs. Kathrvn M. 


the Board of 


Schien. Chairman ot 


Products Research Com- 
pany, and it grows out of her feeling that 
men in general resent women bosses. 
Her husband. James N. 
manager of Products Research for eleven 
L957 


spite of her philosophy. Mrs. Schien feels 


Schien. was 


years until his death in and. in 
that her taking over the business after he 
died was the right thing to do. 
“Actuarial tables prove that. in gen- 
eral, women outlive their husbands.” she 
says. “If a woman is married to a man 
who either controls or directs a business, 
she owes it to herself to know as much 
about that business as possible. Should 
she outlive her husband, she can't always 


she'll be 


ciates who are truly concerned with her 


be sure surrounded by asso- 
well-being. and a woman in such a situa- 
if she 
hasn't taken the trouble to keep herself 
informed.” 


Mrs. 


then, she had 


tion is in a precarious position 


But, 


reason she 


took the trouble. 


another 


Schien 


founded the company. 


Products Research is an adhesives, 
sealants and coatings manufacturing firm 


Burbank, Mrs. 


Schien’s business acuity in a field largely 


centered in California. 
dominated by men has developed during 
twenty energy-filled years. 

Mrs. Kathryn Willett, 


went to California on a leave of absence 


Schien, then 
from her job as secretary to the Com- 
missioner of Iowa’s Workmen’s Compen- 
sation Department. A year later she re- 
signed to become secretary to her hus- 





band-to-be. a chemical manufacturer. She 
came to assist in all the firm’s operations. 

With this wealth of experience behind 
her, it would seem merely the next step. 
then, that she organize her own chemical 
manufacturing company. But the original 
concept for Products Research Company 
“the need I felt 


existed tor a researe h and sales organiza 


grew, rather, out of 


tion to market products manufactured by 


other companies.” 


So Mrs. Schien started the business. 
along with two salesmen who had been 
employed by her husband. Now major 


itv stoc kholdet 


are more 


in the firm. whose sales 


dollars. she 


than five million 





says. “Each of us put up $2.000 to start. 
My job was Secretary-Treasurer. [| was 
also stenographer, bookkeeper. reception 
ist. mail room clerk, sales manager and 
janitor.” 

When Mrs. Schien “retired” following 


attack. her took 


management of the company after selling 


a heart husband ove! 


his interest in his former firm. But she 
kept close to company operations. 

~The first few years were difhicult.” she 
recalls. “One Christmas | remember our 
books balanced perfectly—at zero-zero.” 

While her position today is not as 
varied as it was in those beginning years. 
it’s ho less demanding. | nder her leader- 
ship, Products Research has expanded 
into European and Far Eastern markets. 
increased sales and constructed new sales 
offices and warehouses. The company has 
expanded its manufactures to include 
products for the aircraft, missile, optical, 
electrical, marine, industrial and con- 
struction fields. 

Mrs. Schien works from 8:30 a.m. to 
5:30 p.m. during the day and often sev- 
eral evenings a week. In addition, she 
often has to travel abroad. Still, she finds 
time to be what she considers the most 
important thing of all—mother (to four- 
and-a-half-old Katitza) and homemaker. 


With this 


failed to win over her male associates. 


attitude, she couldn't have 

“Men executives have a keenly devel- 
oped sense of competition,” she says. 
“Nevertheless, executives of Products 
Research Company know that I’m not 


here to compete—but to co-operate.” 
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(who must type perfect /etters) 


PERFECT LETTERS ARE A BREEZE WITH TAPERASER 
Taperaser seals and covers every error — 
virtually defies detection. Two easy steps assure 
you of neat and clean letters every time. 
Type — it’s in. Type — it’s out. 

Type away your errors. 
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DIXON TAPERASER reduces typing tension. 
Does the thought of making an error haunt 
you? Tense your fingers ? Tie you up in knots? If 
so, you need Taperaser. Corrections are a breeze! 


Dear 


I, the undersigned, a 1 girl in 15, who wants to 
type perfect letters for you, respectfully requests 
that you provide me with a new Dixon Taperaser 
in the handy dispenser—and it’s only 89¢. 


Signed 





TYPE AWAY YOUR ERRORS — 


A’ - 


no trace. Clean, quick, 


tension, no fear of 


177 
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TAPERASER 89¢. 


trouble. Clean, quick, 


WITHOUT ERASING — 


trouble, clean, quick, 


TAPERASER 89¢. No 
fear of error. 
No smears, no trouble, 


invisible. No typing 


error. NEW DIXON 


THE JOSEPH DIXON CRUCIBLE CO. 
Jersey City 3, N. J. 


Makers of Famous Ticonderoga Pencils 
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1. To save filing time: spillproof Acco folders 
Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 
out for easy transfer. Firm press- 


board covers stay new-looking, AC Cc oO #3 t f3 Dp 


ive file space. 5colors. GENUINE PRESSBOARD FOLDERS 





2. To save storage space: adjustable Acco binders 


Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economical, spillproof 
—ideal for records, invoices, 


catalogs. Long-lasting press- ACCOPRESS 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 


ACCO PRODUCTS: 4 Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 








